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" 0GC HAS REVIEWED.

MEMO RANDU ‘ ‘ L 19 September 1947
To t -Aoting Chief, Management Branch
FROM s Chief, Budget“d_c Finance Branch

_ SUBJECT: Proposed Ingtructions < Travel for Armed
‘Forces Personnel

i There is attached for your approval a draft of proposed CIA
Memorandum entitled "Temporary Duty Travel for Army, Navy and Air Force
Personnel". This instruction is occasioned by recent authorizations for
- this Agency to 1ssue travel orders for armed forces personnsl on duty
" with CIA. The instruction has bsen coordinated with representatives of
the Personnel and.Services Branches, as will be noted by the concurrences
on the reverse of the memorandum.

It will be appreciated if you will review the proposed memorandum’
and, if approved, make arrangements for ‘its issuance along with the pro-
posed travel instructions for civilian employees which was forwarded to
You with our memorandum of 26 August 1947, In connection with the travel
instructions for civilian employees, the Services Branch has suggested
that it be revised so as to include instructions covering travel for em-
ployees assigned to CIA from the State Department and other Agencies.

It is recommended that the attached instruction and the one cover-
ing civilian travel be issued as consecutively numbered memorandums.

'STATINTL

. e aunders
o , Chief, Budget and
- Attachment ' , Finance Branch

P S
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CENTRAL INTELLIGENCE GROUP
, Washington, De C,
MEMORANDUM » o o
NUMBER ‘ . September 1947
) SUBJECTJ Temporary Duty Travel 'for Army, Navy and Air Force ‘Pérdonnel.
EFFECTIVE UNTIL CANCELLED OR SUPERSEDED

1, These instructions are issued in connection with recent authorization H
for this organization to issue travel orders for armed forces personnel ' i
on duty with CIG. They supersede CIG Memorandum ated 8 July 1947,  STATINTL
subject: Temporary Additional Duty Travel Order Personnel.,

2. General

These instructions apply to temporary duty travel involving vouchered
funds, for Army," Navy and Air Force personnel on duty with CIG and are not
applicable to unvouchered funds travel. Travel for armed forces personnel
loaned to CIG for specific missions will be performed on & reimbursable
basis under ordersf&sTmWWty,’ Navy or Alr Force, Travel incident
} to permanent change of station will be performed under orders issued by i
\ i the Army, Navy or Air Force. ; ' B

3. Request for Travel Order k ‘ ‘ I

The sponsoring office will prepare Request for Domestic Travel Order,
Torm No. 2l=5, for all domestic travel and smendments to the original
travel order. Requests must be approved by the Office or Branch Chief
; or his designee, who has written authorization to approve travel requests,
i As a general rule no individual should approve his own request, The travel
; request, showing appropriation and allotment symbols to be charged, should
be submitted at least L8 hours prior to the beginning of the travel, The
original of the request will be forwarded to Headquarters and Headquarters -
Detachment for Army personnel or to the Naval Administrative Command for :
Navy personnel.. » :

For foreign travel, Form No. 36-23, Request for Overseas Transportation,
will be prepared and processed in accordance with instructions contained
on. the reverse side of the form, '

L. - Travel Orders

Sob The appropriate CIG armed forces cammand will prepare the necessary
o ‘ .~ travel orders in accordance with Army, Navy or Air Force requirements,
: The travel order, showing appropriation and allotment symbols to be charged,
will be prepared in sufficient copies to meet the requirements of the :
- applicable armed forces command. All copies of the Travel Order will be
referred to the Transportation Division, Services Branch for numbering and A
estimating the cost of travel. When necessary, the Transportation Division N
. Will issue Transportation Requests and will arrenge for reservations when S
‘requested, For travel to overseas points, the Transportation Division will o
- arrange for transportation and necessary clearances, passports, etcs .

. Approved For Release 2001/09/03 ; CIA-RDP81-00728R000100010041-8 - .
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A . %-. The Transportation Division will forward all copies of the travel
... order ‘to the Accounting Section, Fiscal Division, Budget and Finance,
‘ Branch for obligation of funds. After obligation, the Accounting Section
‘will send one copy of the order to the Travel Section, Fiscal Division, :
- Budget and Finance Branch and will return all other copies to the appropriate .
- armed forces command. Upon receipt, the appropriate CIG armeéd forces
- comrand will release the original and copies as may be necessary, to the
traveler, Travel may not begin prior to the effective date shown on the
order, nor prior to approval and obligation of the travel order.

5« Reimbursement Vouchers

. It is the vi‘esponsibility‘ of the traveler to prepare his own travel
 reimbursement account, However, upon request, the Travel Section will
assist travelers in preparing their travel accounts.

-. Travel accounts must be submitted in quadruplicate to the Travel
Section for audit and payment. The travel account must be administratively
approved and supported by travel orders and certifications when necessary,
in accordance with applicable armed forces travel regulations and/or '
instructionso ) : - o

. - * STATINTL
S ' N Executive for S !

Administration and Management o ‘

ARG
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-"the Personnel and Services Branches- o

STATINTL )

_.8upply of Travel Orders will be exhausted in the near future.

.

e R T L L e O #eser
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MEMORANDUM o - 26 August 1947

TO t Acting Chief, Manegement Branch

- FROM ¢ Chief, Budget & Finance Branch

SUBJECT: Proposed Instruction = Tr&vel

There is attached for your approval a draft of a pro posed CIG
Memorendum' entitled "Travel Instructions for Vouchered Civilian Employ=
ees"., This instruétion has been coordimted with representatives of

The instruction is in effect a revision of Administrative Order
Fand incorporates changes in procedure which have taken place since
e 1ssuance thereof, e.ge, the transfer of two functions from the Fiscal
Division, Budget & Finance Branch, to the Transportation Division, Sor=-
vices Branch.  Instructions relating to travel to overseas points and
travel involving change of official station have also been included in
ths proposed CIG memo randum, /

Some of the material contained in Paragraph 5 of Administrative
has been eliminated in the new instruction, and it is pro-
posed that the same points be covered in "Special Instructions” to be
printed on the reverse side of the Travel Order, Form No. 34=4, It is
believed that in this form the instructions will be more beneficial to
the traveler, A draft of the "Special Instructions" is attached, and if
you will indieate your concurrence, arrangements will be made to have
this information printed on a new supply of travel orders. The present

It will be appreciated if you will review the proposed memorandum
and, if approved, make arrangements for its issuance. The Transportation |
Division will include the "Special Instructione“ as a part of their next :
requisition for Travel Orders. . S

E.-R._Saunders
‘ ‘ ) ~Chief, Budget and
Attachment , . Finance Branch

; ‘f%//z
M‘é/
Ww/wﬁwwﬁw.

ST o : . E 5
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. CENTRAL INTELLIGFNCE GROUP
Washington, Ds Cu

MEMORANDUM R ‘ (Date)
NUMBER '

' SUBJECT: Travel Instructions for Vouchered Civilian Employees

CIG Administrative ordor- is hereby rescinded and the following
lul?ltitutod therefor. ‘ R '

1. GENERAL

ALl Xravel must be a%athoruoq jand performed in gcoordqnqé ,'thhﬁ't)he
pr;}!/.p’il 8 -0f the Standardized Gévo,r‘:‘m_npt’ Travel nngulaiziignl"’ as amended
and/or A N

applicable durrent statites, [
It is the polioy of tl;o CIG to limit the tuvolv of employees to a.

minimum consistent with operating requirements. Authorization will be
given for specific trips only, and blanket travel orders will not be

issued unless approved by the Executive for pdministration and Management,:

,,,,, i :

2., ACTION BY REQUESTING OFFICE . ‘

i and Apppeve : :

‘ When-the-officinl-necessit: or.travel. has.been-determined, the

' Requegting Office will prepare)Travel Request, Form 34-5 in duplicate,-
‘ rmd’hy_tho--ohhf--of-«tho-,()fﬁo-.%rw 5?3’1;-" his-designee;
and forward it to the Transportation Divisicfijat ieast Forty-eight hours
prior to the tims travel is to:'begin., To amend a previously issued
Travel Order, the requesting office will sutmit & mew Form No. 34<5 in
the same manner, meking reference to the previous order and setting forth
in eomplete form the reasons for the change. ‘ .

In the oase of truvel to overseas points, Form No. 36-28, Request for
Overseoas Transportation will be used -for-this-purpose, and Seotions B
and C thereof will be routed to the Transportation Division, after
necessary arrangements for clearances have been made as outlined in the
- instructions on the reverse of the form, - : '

. If a change of official station is involved, the Requesting Office .

"~ will forward s Personnel Action Request, :EE 37=3, approved by the -
Office or Branch Chief, to the Personnel for the issuance of a.

- Transfer Letter Authorizing Permanent Change of Station. Thie-aetiom
will-be-taken-at the same time that the Travel Request is forwarded to
the Transportation Division. :

3. ACTION BY TRANSPORTATION DIVISION

The Transportation Division will prepare a Travel Order, Form 34-4,
furnish two copies to the Fiscal Division for the establishment of an
~obligation and provide the traveler with the original copy of the Order
as authority for his travel. The Tramsportation Division will arrange

for reservations, identifioation eards, will issue Transportation
Requests where appropriate, and will brief the traveler on the rules
‘and regulations pertaining to official travel, s

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8




!‘ ‘s

'

Approved For Release 2001/09/03 CIA- RDP81-00728R000100010041 -8 .

Where travel to overseas pointl is involvod. tlu rrmlportttion Div:l.l:lon
will arrange for passports, visas, immunisations (when required) and make
all necessary reservations and arrange transportation from point of origin

f - to destination. Upon departure of the employee, the Transportation Division
~will notify the Fiscal sootion and the sponloring 0ffice of the date and
© time of departure, ‘

If the travel involves a permanent ohange of ltlt:'l.on the I'rmportation
Division will forward a ocopy of the Travel Order to the Requesting Offioce.:

‘The Treansportation Division will also advise the employee regzarding the

movement of his family sund/or his household ofroetl when authoriud.

BRAVEH.,
4. Ac'ron BY PERSONNEL Bms-:ou

f & permanent change or offiocial ltution is involved, the Porlonnol
will, upon receipt of Form 37-3, Personnel aAction Requeat, issue
& Transfer Letter Authorizing Permanent Change of Offioial Station. The
original will be forwarded to the employee, 2 copies to the Travel Seotion
and 2 copies to the rrunlporeuuon Division.
A MC
If the transfer is to an overscas point, the P.rlonnol mﬁ ‘3111
have the employee execute a Length of Service Agreement.

6. ACTION BY TRAVELER ‘ L I

The traveler will study the Standardised Governwsnt Travel Regulations
and will give particular attention to the instructions appearing on the
reverse side of the Travel Order. To claim reimbursement of his.expenses
:lnoidont to the travel, he will submit Public Voucher for Reimbursement
of Travél and Other Expenses including Per Diem, Standard Form 1012 to -
the Travel gSeotion, Fiscal Division in quadruplicate.  The voucher must
be approved administratively by tho Chiot of the office or Branch concerned
prior to submission. .

I!‘ his travel involves a ohange of offioial station, the employee will ‘ ‘
execute a Form 36-27, Request for Movement of Pamily and/or Household |
ntfoctl prior to his departure, - ‘

6. ACTION BY TRAVEL SECTION '

The Travel Seotion will extend advice and assistance where nacuury
to aid the traveler in the preparation of his voucher. Upon receipt of
the properly prepared voucher, the Travel Section will perforn an audit .
thereof, Any suspensions or deductions from the amount claimed will be SR
reported to the traveler on an"Admnistrative Audit Difference Statement® ;

. together with an explanation where applicable of the information

necessary to support a roolnm of the amount previously suspended.

a .I App}’oved For Release 200'1‘10910'3 : CIA-RDP81 -00728R0001 00010041'-_8 '




SRR I ‘; : ; ,
. - L4 S . .. ) b . -
Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8

o.mmonorwnbs e e

Ihoro noounry to dofray ooltl of oontmphtod tnvol or tho
. movement of household effects, sn application for advance of funds
< “may.be made to the Travel. Sestions  Such advance mgy,bo .made 1f the
~‘employes executes a Bond of Indemnity. The oost of the premium in
: securing suoh a bond (.5.00) is borne personally by the employes.
' Reimbursement vouoheis will bs épplied. against. the advano
o any bslu.neo nust bo rcnittod u!.th tho ﬁm]. tro.ve youoh

g ,L ,u {1 :y.; T
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' 1'.‘ xxuim Travel Order to do'tormiho t'hnt'if lpociﬁ.‘oi ‘nil requirements, -inoluding

mode of transportation, period covered, places to be visited, any special
uutho‘riutionl, -per diem or other allowances, ' If the Order does not provide

‘. adequate coverage, an amendment should be requested through proper channels prior
"to departure/ : ‘

11, |%¢ Maintein uocurito records of time of departure of train, plane, etc. from point of
I |  origin and arrival at destinstion. | ; : ‘

P 3. In the event the Transportation 0ffice does not issue Transportation Requests for
R your travel and you procure your tiokets for cash or through the use of blank
Transportation Requests furnished for that purpose, extreme care must be taken
to prooure through tiokets, excursion tickets or reduced rate round=trip tickets
whenever practicable. The faot that the existemce of such reduced rates may not
‘have been known does not relieve the traveler of the responsibility of obtaining
lowest rates. 2 : ‘

X 4. Obtain receipts for official expenditures of more than $1.00 and a oopy of each
i . offioial telegram. Attach such doouments to the original 1012 voucher when
i presented for payment. . ‘

6. Retain any unused portion of tiokets, and submit them, with explanation for none
- use, with the original 1012 voucher. C

| |6s Bxeroise utmost care in handling unexeouted Transportetion Requests since the

i - value of lost or stolen Requests may be charged to the g e event of
:  ‘loss or theft, report the number (s) to the TransportetionADivisionywith an

explanation of the facts surrounding the loss. If such Requests sre subsequently

1:2;3;0 .,‘thoy must be fomrtod :hnmzd.tltoly to t‘%o &_ugparﬁntion _D@.ﬁ.,lion.,‘ ‘
7+ The use “of taxis is allowed only from conveysnoe terminal to place of abode or
(N place of business, and vice wersa. Each claim for reimbursement should be
supported by a showing of the aotual points between which the taxi was used,

! '8¢ Por Diem in lieu of subsistence will be allowed as authorized by the Travel Order
\ and existing regulations. The calendsr day will be the unit used in computing
the per diem sllowance for continuous travel for more then 24 hours, For
| - fractional parts of a day at the commencement or ending of such continuous travel
i . one=fourth of the rate for a calendar day will be allowed for each period of six
| hours or fraotion thereof. No per diem will be allowed when departure from -
offiocial station is after 8:00 A, M. and return on the same day prior to 6300 P. M.
or for sny absence not exceeding three hours. Since one day is lost on a westward |
orossing of the Internationsl Date line, per diem for one day will be deduoted
- from all travel accounts where such travel is involved,

9. The following charges will be paid by the traveler from his per diem allowance:’

L meals, lodgings, baths, laundry, fans and fires in rooms, personal use of room

. . during daytime, telegrams and telephone calls reserving hotel accomodations, fees
5 " and tips, oleaning and pressing of dlothing, transportation between places of

! | lodging or whers meals are taken and places of duty. ' :

10, Submit stMurd Form 1012 at the :conplot:lon‘pf each trip of less thm two nonﬂu. :
. For trips in excess of two months, monthly acocounts must be submitted, either onm
. & oalendar month basis or monthly after the beginning of the travels '

" |12¢ Traveler should be familiar with contents of Standardized Government Travel

~ Regulations, Executive Order No. 9806 and CIG Memorandum ¥o. .

Apprbved For Release 2001/09/03 : CIA;RDP81-0,0728R()_00100010041-8
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in by traveler) -

Dates

REQUEST FOR DOMESTIC TRAVEL ORDER }
(Name)_ — — (Grads end Titie) T Geia o) .
(Office or Branch) v (Official Station)

1. Itinerggy and justification of proposed travel (all stop overs must be apecifically ‘r o
indicated and the need for the travel fully explained). ' : o T

f 2.v Duration of travel or authority requested- From : o ‘ H
| 3. Mode of travel (Check "X"): ‘ ‘ :
E »*[]~Privately owned‘automobile. [0 Common Carrier. {J Government vehicle. ;
é. S o (Commercial) : (Commercial) . i
s *[] Extra fare train [0 Airplane (Military ) UVessel (Military ) P

*4. Allowance for personally owned automobile recommended on following basis (check)

| (a)___centa per mile, as being more economical and advantageous to the. Government.

Justify:

o D (b)__cents per mile when not practicable to ‘use common carrier.

-0 (c)___Actual expense,

*5. Per ddem allouance recommended:

. Number of transportation requests required. Tax exemption certificates required

«  Estimated cost: ' ‘ . ~

. Allotment aeccount No,: : ~ ‘ . T _ !
« Special provisions' , , s ‘ s ‘ R

‘wogn~aa(

 Approved:

- (office)or Branch Chief) e _ ’_d (Titie)

| * ot %o be filled in by military or naval travelers,

Lm ” - o
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SECRET

‘SE(_:'. fo:

JU!TIVICATION FOR THE TRIP l!l

VOUR AFPIOVAL I's lCOU!!TED FOR' THE OVERSEAS TIAN!POITATION Of

. NAME OF TRAVELER

DATE

SIGNATURE

(INITIATING OFFICER)

THE FOLLOWING ACT|ONS CONCERNING THE ABOVE TRAVELER VEIE COMPLETED ON THE DATES INDICATED BELOW: B

DATE ENTERED ON DUTY

DATE ASSESSED. AND AFPROVED .

OATE secUr ITY APPROVED

\

DATE OF OVERSEAS PHYSICAL EXAMINAT ION

DATE IMMUNIZATION INITIATED

DATE

"SIGNATURE (Trans

PORTATION CLEARANCE OFFICER)

NOTE: see INSTRUCTIONS ON ON NEVEISE SIDE

SEC. H
Bc T0

TRANS PORTAT ION SECTION "

| SECRET

THE REQUEST FOR OVERSEAS TRAVEL DESCRIBED BELOW

s AﬂrROVED.

TDATE

SIGNATURE (oFriciat AUTHORIZED TO APPROVE TRAVEL)

i v

NAME OF . TRAVELER o LAST

FIRST

ANITIAL

CIVIL[AN OR MILITARY RANK

"~ GRADE OR SERIAL NO.

| OFFICIAL STATION

ADDRESS (wEs iDENCE) NUMBER

'

STREET -

CITY: " " STATE:

ATLABILITY DATE

TELEPHONE (resioewce)

TELEPHMONE (orrice)

.

REQUESTED MODE OF TRA

DESTINATION ‘AND I TINERARY =~ -

\
'

TYPE OF FUNDS .AND JUSTIFICATION

; i

[ noT. auTHOR} 280

/| oFFiciaL counien oes oNaTION -

EURPOBE | lunnm:m CHANGE “OF- STA . . - TRaveL [ ] ROUTINE

oy E TEMPORARY DUTY .RETURNING A»noxmn:uf cons toerep [ ] sEcReT”
PRt N N ‘ REQUESTED

'ID!N‘I‘"_'ICATION wITH CIG £ aurhon:ze0 e

AUTNOﬂIlED
CIVILIAN CLOTMING E -

] AUTNORI!!D

[ wor: REQUESTED

TIAV!L SFONSOI

IIANC&,

[TWWONTZATION COWPLETTON OATE

SPACES IELW TO .t COMPLETED. BY: T'IANPOI'I’A‘HOI SIC'I' Iﬂ

INITIALS

DEPARTURE . DATE (2
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INSTRUCTIONS FOR PREPARING AND PROCESSING FORM NO. 36.23.

i B ’

{
i
i
P

-1, TME INITIATING OFFICER UIILL.‘.

‘ L <AL PREPARE N DUPLICATE R
Ty : R B - Ba I;III?JICEII ALL.OF . SECTION A EXCEPT "THE LOWER PART RESERVED FOR USE OF TME TRAIISPORTATION CLEARANCE
oG FILL IN-ALL OF' SECTION-B EXCEPT THE TOP SPACE' RESERVED FOR THE SIGNATURE OF THE' OFF ICER  AUTHORIZED .
' iy o loe 'TO APPROVE ‘TRAVEL, AND THE LOWER PART RESERVEO FOR THE USE OF THE TRANSPORTATION SECTION. o
N A L 2 D FILL IN-THE FOLLOWING UNDER SECTION.C: B [ R
e EEIE R oo REQUESTING BRANCH: ™ NAME- OF- TRAVELER," BESTINATION. . o i
L i *Es. SIGH.THE STATEMENT OF JUSTIF ICATION FOR OVERSEAS TRANSPORTATIOII IN SECTION A AIID ROUTE TIIE ENTIRE ! o
. FORM IN DUPLICATE TO, THE TRANSPORTATIOII CLEARANCE 0FFICER.» . PP

"TME TRANSPORTATION CLEARANCE OFFICER WiLL: i~" e T S ‘I” R Rt

TAKE TIIE ACTIONS INDICATED ON.THEe LOUER ‘PART OF. SECTION A, FILL IN THE REQUIRED DATA AND SICN. .
B., ROUTE TME ENTIRE FORM IN DUPLICATE T0 THE OFFICER AUTHORIZED TO APPROVE TRAVEL. .

'““3;”‘TNE OFFICER AUTHORIZED TO APPROVE TRAVEL. WILLY

REgIE{I‘ggEnglsTIFIgATION AND CLEARANCES AIID IF ARPROVED. SIGN SECTION B.AT, THE TOP OF THE FORM‘ N :
DETACH SECTION: A:;AND RETURN IT. IN_DUPLICATE, TO THE . TRANSPORTATION CLEARANC ) '
ROUTE" SECTIONS ‘B AND C, III DUPLIC TE, TO THE TRAIISPORTATIOII SECTION,

COHRLETE SECTION C AIID ROUTE COPY TG THE.REQUESTIIIG BRANCH.' )
+-TAKE_NECESSARY: ACT|ONS :AND. COMPLETE - LOWER * PART  OF 'SECT | ON
ROUTE..COPY- OF  SECT |ON/B:TO' THE APPROPRIATE -TR. UNIT FOR:
RETA RIGINAL OF SECTIONS' AND:




oS8T

ST,

STATINTLY -

ATINTL
TINTL

C 1, General

o employees under their Jurisdiction. ‘ ‘ . RE S

‘ wise steted.

- .a8 othemvise specif:.cally provided i.n confidento.l Funds Regulations.

) o I s : ' g ’ g

, Approved For‘RéIease 2001/09/03 : CIA- RDP81 oo72&mpoigqo1_o_ 14 s,pt 49

RESTRKTED

ADMINISTRATIVE INSTRUCTION | 19 Ailabe, 1999
NO. e _ !

- Subject: Same

Rescission: AI_ -dated 7. June 1949.
Travel orders will be issued by the Budget Office except as otlere

be Chiefs of mission‘s outside the continental United States may . T

authorize and approve temporary duty travel within their thenter for

c.y Roquests for travel or amendments ‘o travel orders (Form No. 34-5)
other than spocified in "b" above, shall be prepared 1n triplicates - One
copy will be routed directly to the Transportetion Division, Services. Of-
fice, and the original and one copy routed to 'bhe Budget Offica. through: .

(1) staff Chlefs or Assistent Directors or their Deputies in
the cases of :.ndinduals under their jurisdiction.

.

()r> 9& Executive, in addition to the above, in cases i}n‘vo_lving ’

travel to be performed on confidential l'unds.‘ or travel beyond the
[

oontinental 1imits of the United States: on voucherad funds, except
oV T

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8
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CENTRAL INTELLIGENIE AGENCY

o | Washingten, D, C. | - |
B _ 7 /9
ADMINISTRATIVE INSTRU | £ |

No,
SUBJECT: Travel,

- (This reseinds Administrative Instruction - dated 31 January 1949.)

1. General

as -Travel orders will be issued by the Budget Offioe except as other-
wise stated, ‘ .

b, Chiefs of missions outside the eontinental United States may .
‘authorize and approve temporary duty travel within their theater for employ=
~ees under thelr jurisdiction, : ‘ C

Os Requests for travel or amendments to travel orders (Form No, 34=~5)
other than specified in "b" above, shall be prepared in triplicate. One ,
oopy will be routed direetly to the Trensportation Division, Serviees Office,
and the original and one copy routed to the Budget Office, through: -

(1) ) Staff Chiefs or Assistant Direetors or their Deputies in
the cases of individuals under their jurisdietion,

(2) - Executive, in addition to the gbove, in cases involving
travel to be performed on confidentisl funds, except as othervise
specifically provided in Confidential Funde Regulations,

, i ,

(3) Personnel Officer, in addition to the sbove, in all cases
involving permanent change of ataﬁm, and travel to first post of
duty abroad and return fram post of duty ebroad, =

(4) Executive or Deputy Direotor in the oase of Staff Chiefs
and Agsistant Directors, B : ’

_ 4, Personal action of each forwarding official mist be indieated on
_the request, = Staff Chiefs and Assistant Directors may delegate approving
autl_mor:lty to their dsputies iv.f'desired. '

o, (1) Requests for domestio travel will be sulmitted in duplicate
in suffioient time to be processed and reach the Budget Office at
least 48 hours prior to the aoctual: ' tine, for determination
-as to adequaoy of justification and availability of funds, - ' ;
(2) Requests for foreign travel mst be submitted suffiolently i
~in advance to permit required travel and medical’ arrangements prior i
to planned date of departure, (m raveler.will en-instwuetion-fram

< RESTRICTED o

" Approved For Release 2001/08/03 : CIA-RDP81-00728R000100010041-8
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1 L I mmmmmm_nﬁmm personally contact
| ' w  the Transportation Officer, Services Office, Hopth-Bublding, at least
T it six weeks before planned date o:E' departure in order to facilitato

travel arrangements, -- m B e v

{ s E
I (3) The necessity for travel "mﬁt be adequately aubstantiated
| e S - on the request, General statements such as "offiolal business,"

s "eonfidential purposes," ete., should not be usged,

£, The Transportation Division, Servieces 0ffies, will:
(1) Provide travel arrangemént service,

I (2)  Verify that properly authenticated offieial orders have

. . : - been issued, and that security clearanee, physical examination and

I 3 immnization have been obtained, before releasing the tickets or
transporbation requests to the traveler.

(3) Arrange for the issuance of passports and visas,

Be Ba.ch person performing officinl travel shall familiarize himself
- with the ‘provisions of the Standardized Government Travel Regulations as
amended, Copies of the Regulations may ‘be obtained from the Fiseal Branoch,
Budget Offioe. R

2. I for Voughere Fo" Trave,

, Qe owing policywill gov he prooessing “of person?el for
vouo travel to eas ass nts. ‘

- i - u(/ u}mu(/ i t!““h‘

: (a) A ocmpleu physical examination s necessa.ry(grior R ACTY
‘ o to departure t0 overseas essignments, -This—examinetion—io v
AR : -vai:td—ﬂon._‘zo—daya.”‘: .
ot & T i A,(,jpll#uqﬂ
A b AbY A"48-hour,physical exemination $s-pequired to insure
o L / froedom from commmnicable diseases,fPerformed, 48 hours before
| -~ | aeparture frem Heshington, ¥ it Aegriing

b e Loy A returnoe physioal examinstion is required within 5
\ days after retuming to Washington fram overseas assignmant.

%Mer-mmmﬁmmt be- received«by—veaah-«trmler |
re, / Tetanus immmization requites a mindmm o
li.x weeks, uniess previous Ammmnisation has been a&ninisterod. -

/,.‘n».p.\..v—- et o e eyt T

‘ A b, prooedure £°;f’ Tequesting. overseds and retumwﬁfiul//‘ xm/n.tna
? 1 tioms 15 as followss—

. Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 . -
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,L’;',]{.uf./t; fA ‘}“ﬁ’;’tt}a/ .g“,{.«,uf_‘mca:/:(.;.-lN walf b /l'w-‘-t—m.//./ @

s e bive—Officers-are-to prepare-a-memorandun-addressed |
Ho- the » Medical Services Division, request-
. lng-that-a-physioal-examinatisn-be-madey = /CJZL T—— A ‘
' WAL 1‘!47 }

£y 'Tmamma@--mmmmm«hmﬂdmootm ,the £olloving informa=-
tion; in-order-to-insure_proper-procsssings bty vse ey fren A etnatiy]
Aaty %(,Qf,a,ﬂfou‘. v S u}?lmm(g.u £ ‘ ‘
(a) Name of Branch,

: / - (b) Nawe of Traveler,

(e) Deastination,
(a) ".l‘yp’e o'fv‘Emn:‘lnation Required (Overseas er Returnee),
(e) Date of Departure, | |
(£) Type of Duty (Temporary or Permanent),
(e) vRoute‘of.Tfavel.

(h) Mode of Travel.

8e  Armed Services personnel performing temporary duty travel as
necessary for CIA will be reimbursed for per diem and travel costs in
accordance with the travel regulations of the various Armed Services,

: be Upon receipt of travel requests approved by the Budget Offioe,
the Naval Administrative Command or Headquarters Detagtment will issue
appropriate travel orders, Two eopies of the orders will be forwarded
to the Fisoal Braneh, Budget Qffice, :

4. ZIreparation and Submission of Voughers

&e¢ Travel vouchers must be submitted to the Fiscal Braneh, Budget
Offioe, upon completion of each trip, or at the end of each calendar month
in cases of extended travel, Vouchers for travel authorized by a ehief ef
an. everseas post shall be submitted to the appropriate post official for ‘
progessing, Armed Services personnel shall give the neocessary data to the
Headquarters Detachment or. Maval Administrative Cemmand for the preparatien
of veughers and submission to the Fiscal Braneh, . o

be The icd Bransh will provide advios and assistance to traveling
personnel for the preparation and submission of woushers, The traveler . .

~'should maintain ascurate records of time of departure and arrival at all
-points, a record ef efficial expsnditures, oepies of official telegrems =
‘and reoeipts for efficial expenses when neeessary, It is essential that

- the -traveler have this information te enable reimbursement for official

: ,cflpo‘nn"u pdd'by him,

s RO

" Approved For Release 2001/09/03 :?'.CIA-RDP81-00728R00010_0010041-@ e




L moror e o oRE Rt

- Approved For Release 2001/09/03 : CI DP81 oo7zsRooo1ooo1oo41 -8

| 5 mmmm L |

! The Budgeﬁ aerice may, tpon the roomndatim of the Serviooa Ot‘f:loer

: ' asie nanthly blankeb travel orders for trusk Grivors opecud 1n repeated

J offioial trips with CIA cargoss, and arrange for periodic aubmiasion of

| travel voushers covering such repoated ‘travel;

! 6, . This directive dees-nes i b t t

3 S 64 ctive app. o rawl 0 be performed under proviaiona'
i . of conﬁdential Funds Rogula% Wu,! Rl Lt i =tV e

! SR ‘fp—w/p&/(a AL At uﬂ-«r-ulw'avmwt : S SRE

| FQR THE DIRECTCR OF OENTRAL INTELLIGENCE: ‘
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ol S ' CENTRAL INTELLIGENCE AGENCY 7/ / Co i Z.
ik - : v .~ Weshington, D, C, e
LEGIB » JE . 20 o =
STATINTL . L 5 o P =
DR PR XN e oM Date: e
STATINTL . NO: VAN
L 3 o . | . . e : 1
‘STATINTL ﬁgmw;bnmwl. .LNSTRUC.[‘ION DA'I'E 27 Yay 1949
STATINTL
ILLEG%EI;B -

/ E (l) "Requasts for foreign travel must be submitted sufficlently in
adva.nce to permit required travel and medical arrangements prior to
' planned da.te of departure, - The traveler will on instruction from the
Adminlstrative Officer of the oi‘fice concerned personally contact the
Trensportation Officer, Services Office, North Building, at least six
’ weeks before plenned date of depai'ture' in order to facilitate t#‘axfel
: ari-éngements." | |

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
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_CONCURRENGESs . (Administrative Inxtruotidn'-subjg Travel)

(5 enry 25

(date )

2Mha, Y9
ate b

end. fuaads, Rovvomn §
My 15 s
Wt
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{date) /

J%ﬂy/fyf -

(date) ;
’4—!;2,2 o7

Q%l Zﬁ »& Z(date)ZI/a‘ :
o !
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j L CENTRAL INTELLIGENCE AGENCY
Washington, D. Ce

2, v_,Physical. Exaninations oy (/rivetortd Frriopm Toooil
T - | v 7

é_ . a/{. _‘The fqlldwing :policy will goveth the processing ‘of personnel f_or |
ILLEC%IB}E ~ vouchered travel to overseas assigmments:
| ;
i ' &)\ A complete physa.ca.l exam:.nation is necessary prior
i | S to departure to overseas ass:lgnments. This emnation is
b valid for 70 days. |
‘1 A /8 hour physical examinatiép is required to insure
s : freedom from communicable bdiaeases. - (Performed 48 hours ‘befbre
| departure from Washington.) v
&))‘ A returnee physicai exemination is 'req‘uired within 5
days after returning to Washington from overseas assigmnent.
% "Proper- innnunizat:.on must be received by each. traveler .
prior to departure, .Tetanus imniza.tion requires & minimm of
8ix weeks, unless previous inmnmization has been adm:l.nistered.
2" ’; The procedure for requestmg overseas and returnee phys:Lcal examiﬁa
' tions is as follows:
([) He Adm:.nistrative Qt‘ficers are to prepare a memorendum addressed
to the mw, Medica.l Services Division, requeat—
:l.ng that a ph,/alcal exam:.nation ‘be mada

Q)’. The overseas memorandmn should contain the follow:.ng infoma.-’

- tion in order to insure proper processing o
(G, NmofBranch. SR O o - s
w Neme of 'l‘ravaler. | v ‘

ressmlcnzo S




, “;1 STATINTL “Approved For{\\l?levas? 2001ImTRMQ-00728R900} 00010041 _ : k .

Destination, . R
g;) “Type ct Enh;inatioh Required (va.efz;s'eu or Raturnéé).
(‘ﬁ Date’ ofDeparturo. ’ | | '
%—} Type of Duty ‘(_T:enipora.:v or Pemnbnt).
w Route of Trevel, |
% vote of Traver,
FOR THE DIRECTOR F CENTRAL INTELLIGENCE:
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ate

J . Y9

date
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e

date
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AR ADMINISTRATIV’E INSTRUCTION
STATINTL - -

’ e.uthonze and pay allowa.nces for c:Lv:.l:.a.n off‘:.cers e.nd employees in

: that the meximum retes will exceed the 1c?gesxsarz offic:e% tre.veling

' gznaee. The requesting e.nd e.pproving officie.ls of ‘each organzzational

NO. _- ‘ R lJu1y1949 -

STATINTL

SUBJECT : Travol Allowe.nces (interim instructions)

l. Pursuant 'bo the pronsmns of Public Law 92 (Blst Congress)
approved 9 June 1949 and in accordance with Bureau of the Budget

Clrcular A-'T (Revised effec’cive 1 July 1949) this Agency shall

a travel sta‘cus not to exceed the following:
a, A per diem ra.te of eight dolle.r° in the continental | v ‘
United States and ra‘bee prescrlbed by the Bureau of the Budget _‘
G:chular 4=7 for travel outside the United States /St MMW") <
‘ b. A mileage rate of‘ 7;! per mile for use of privately -
owned car when such mode of transportation is authorized or

approved as being more advantageous to the Government.

2, For extended periods vof temporary duty _in the

‘Ux;vited States, the following schedule of rates shall apply:

First 60 days -~ $8,00
.~ Second 60 days - 6,00 v ' ‘ E
Third 60 days - 5400
Absence of 10 days or less shall not 'be considered as m'berrupting the
contlnulty of ‘bemporary duty_ _
3. .The per diem e.nd m:Lleage retes set forth herein are the
maximum allowable and off:.cials authorized to usue tre.vel orders will . o

reduce the stinulated re.te whenever ave:.leble information mdicates

CRBRGE

. Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8
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ERIVE MRS -z ;
f - I un:!.t oofxcorned should ﬁe ine 1:voszi.tioyn~ to justify the irate(s)ireque‘sted."
! ‘ ‘ ‘Pendirig ‘the completion of a study, now in ptegfess 'axid v‘che' assem’bla‘ge ,
. vof experience da’ca. the a.pproval of the- request by the in:.t:.at:.ng |
f; ofi‘:Lce shall be deemed e certificate that the rate(s) stipulated in
E the: request» are not in excess. of the a.mount(s) normally required to
neet the neoeséa.ry offiqial tré.vel expenses at the 1oce.tien(s) lfisted
e.nd under the circﬁnstaﬁces. '
4. The, provisions of this instructien are effective 1 July 1949
. s.nd shall remain m effect until revised regulations can be promulgated | | ‘\
. on the basis’ of further study a.nd exper:.ence. | ’
i FOR THE- DIRECTOR or GEN‘I‘RAL INTELLIGENCE- ‘ - :
STATINTL . : k B - ' | ,
‘ Exscutive ‘ ‘ :
attochowend- W,/- g.t,w Kw«wq ﬁ“‘dz
STATINTL Concurred, mwg

STA

S TUd appecrs h ggi ‘6‘&9 o ‘ Vi , _ |
TINTL . legall seguoseaendy $or S LA L |
k = %Q ud-QH(.u peH‘csci eeu& :

RE(‘?nngmﬁ

5;\5\.; s e
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" Afghanistan:

Andorra
Australia
Austria

‘Bahamas
" Belgium

Belgian Congo
Bermuda

Brazil ‘
British Honduras

‘British Malaysia -

Bulgaria
Burma

" Ceylon

Cyprus .
Czechoslovakia
Denmark :
Dominican Republic
Egypt

. Egtonia

Fiji Islands

* French Indo China.

TFrench West Indies
Germany
Gibraltar
Greece
Greenland
Havana, Cuba
Haiti

Hong Kong
Hungary
Iceland
India

Iraq

Israel

Japan' .
Korea -

. . Latyia

Liberia
Liechtenstein
Lithuania
Loqdon, England
Luxembourg
Madagascar
Manila, Republic
‘Philippines

e

. Mexico, except Mex1co

e

MAXIMUM

$

PER DIEM RATES

6.00
10.00
6.00

6.00

12.00

12.00

10.00
12.00
10.00

6.00

10.00

10.00
10.00
10.00
10.00

10.00 -
10.00 .

. 10.00
.10.00

18.00
6,00
10.00
6.00

6.00

6.00
10.00

6.00
12.00
10.00
10.00
14.00
10.00
10.00
10.00
15.00

6.00

6.00
18.00
10.00
10.00
18.00

©10.00

- 16.00

10.00

6,00

© 6.00

Approved FoF. I?elease 2001/09/03 CIA- RDP81-00728R000100010041 8

Other lLocalities

. MAXIMUM -

IDCALITY PER DIEM RATES
Netherlands % 10.00
Netherlands East Indles 12.00
Netherlands West Indies 10:00
New Caledonia 6,00
New Zealand 6.00
Norway ‘ 10.00
Panama. .. 10,00
Paraguay 6.00
Paris, France 10.00
~Peru 6.00
Philippines, Republlc ’
except Manila 14.00
Poland 12,00
Portugal, except ,
Azores and Madeira Islands. 10.00
Azores and Madeira Islands 6.00
‘Rome, Italy 10.00
Rumania 12.80
Santos, Brazil 10.00
Sac Paulo, Brazil 10.00
Shanghai, China 10.00
Society Islands 6400
Spain, except Canary
"~ Islands . 10.00
Canary Islands 6,00
Surinam 6.00 -
Sweden 10.00
Switzerland 10.00
Turkey ‘ 10.00
Union of Soviet Socmallst :
Republics 18,00
Uruguay 10.00
Vatican City 10,00
Venezuela 18.00
" Yugoslavia 1L.00
8.00




i . ' o o . ' . i
!
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STATIN

STAT|NTL

STATINTL
STATIINTL
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STATINTL -

STATINTL

 extended duty. . , «" :

STATINTL
]

- DISTRIBUTION: A.

‘ STszTL ‘

CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

A

ADMIIISTRATIVE INSTRUCTI ON
Yo. .

 SUBJECT:

Tra.ve'lr Allowances

. ' auowwu k
1. A maximum per diemhld: of nine dollors ( $9.00% is authorized

) within the continental United States. The Maximum per diem rates for.
l

an extended period of temporary duty at a giben 1ocation/)are'
First 60 days -%\ $9.00 f

Seco‘nd 60 days - '

Third 60 days -

conseentire. cyqudnr ‘
Absence of 10fdays or 1 gs shall not be considered as 1ntamxpting

2. A maximum mileage rate of

by privately owned automobile.’
3. Assistant Directors and /Staf Chiefs or their Deputies shall

authorize lower per diem or miléage rates when the estimated expense

is less than the maximum ratgs and shali‘i be able to: justify the rates

- they approve. - Their app/:;/o‘ral will be coneidered as certlfication

e 1l Gl Lah

that ‘the rates are justified. 7 A; tca b,
e et o e < /"‘ '
FOR THE DIRECTOR OF CENTRAL INTEE%EGENCE.Vf

% ’ :
‘Captain, USN
\7 Executive

— Ao -2« -7y
v,crévnl/jy cs{\c'nirc,cl._ S t0-35-7? | |

DP81-00728R000100010041-8°
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b Dec cmber 196

STATINTL
STATINTL.. L C.T.ih Ammrxs'm, \TIVE %\I)?}W\ N -

TRAVEL I3SIRUCTTY & -@.«39.@.1.1;1. 1 BTIorDs

© STATINTL- - sl '
W ' cIG Achmfnistrative Order-dated 31 U;,tober 1046 is hereay

i i

%7 rescinded and the. Iollcruno 18 W‘hf‘thCd therefory
i 0 .

:

©1, o PoLzoY

' -

‘a. It is the policy of the CIu to limit the travei of employees t i

“STATINTL . be made only after it has been determned oy a rroperly ﬂes; gnated

ofi:.c-lal that the travel is oiuclellv necessary. Autlorlzatlori

w111 ve given ror speciiic trips only 7y and blanket travel orders

and Admmstration. '

b, All travel by employees paid from vouchered funds must be

YEHUNBERED AND authorized and Agerfor:r.e n accor-iance rith the provisions of

INDEGRATED WITH CIG o
a0 I i CTi
SENERAL ORDER

tandardlzed Gcovernment Travel Reg ulatlonb and/or appllcable

current s‘oatute
L ' 2 AUT‘IORIAA.TIOI'

STATINTL : ’

i : - u"hen 1t is determlned thet .l.t is neceesr_ry for a voucherad

c1v111nn cmployee to perlorm ofilclal domestic travel a travel

o request ',on Form 311-5 will be approved by the of.fice or branch'
chief and forwafded fo the Chief, »‘Fiscal Section. r1he Chlef

F‘J.ecal Sectlon mll a*prove and xorward ‘*‘rrA 3L S to the Travel

TN

i traveler or ma;r ‘aecked uﬁ oy the traveler fron* t’ne Travel Unlt

’F] scal Sectlr)n.

- GEETRAL Ip 1n ]_L- uLl CE GROUP ' Py v

a minimun consistent with ojerating requirements, ‘.é\vll travel must .

e o ", be authorized in writing in-.advance, and such authorizations will -

Wlll not e issued unless auproved by ‘the L,eeuutlve for Personnel o

: Unlt ﬁ.scal Sectlon, for 1s'=uance of the ﬁecessary travel orders.
be M‘ter t:ie travel order 1s *)repared and iundt‘ to cover the cost of -

' travel nave been oolloctted tmf OI‘lJl'lal w:.ll bP forwa.rded to ‘b\he I
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T 1 RELIBURSDLINY PG TRAVLD T .mw
T &ftcr the completlon of ater, or at the end oC each month the
traveler vill submit his account for travel relnbursement ‘expenses .

on: Standard borm 1012, UPubllc Voucher for Relmbursement of Travel"

andrutaer‘Expenses includin, Per Diem", This .form wiillae-approved

: edministrativeiy by the Branch Chief or his desiznee and forﬁarded
in quadruplicate to the Fiseal Seétiohifor audit, certificatioe ande
‘payment. ‘

‘b An a.d.minietr‘atiire.mdit of F&rm 1012 will be performed by the Fiscal -

Section to eeterminevifvthe travel was performed as.authofized‘in

accordance with“Standafdized Government Travel Regulationé and

;pertihent travel order; Any suspensions (deductio 's) from the.

ALY e e,

amount claimed w1ll'be reported to the traveler on an &dmlnlstratlve
Audlt leference Statement! tobether with an explanatlon, Where
appllcable, of the 1nfcrmatiou~necessary to support‘a reclaim of

the amount previously suspended.

L. . TRAVEL SERVICES

a. It is the respon51b111tv of each tr;veler to prepare hls‘travel

R ~“ ‘ e“e~ 3' voucher in proper form, ﬁowever. upon request the Travel Unlt .
5{5 3 :v‘ e ) ‘ Tiscal Sectlon, will extend adv1ce and ass;stance in conneet;en" s ~ 'j
‘with the preparatlon of Voucners.> Lne Travel Unit ef the Fiseal
: Sectlon w1ll also, when requested, render special se1v1ces for [:

Vrmlln_tary and naval peraonnel by maklnb a pre- audit and exanlnation

v of travel voucherq for act uracy and comrllance mlth reg ulatlons .

: prlor to thelr subm1551on to tne sar or- xavy 7¢sbur51nb Offlcer
‘}fﬂfor payment - .

uznxmu m 0! ALT: Fom THE (RAVELER

Txamlne Orde:s &

' The traVLler should examlne hls travel order to determlne that 1t L i
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expendi‘tures ag well as’copies' ’oi‘ official telegrams and paid

‘ recelpts for official expensee waen necessar/. It is eSSentlal

a correct relmbursemcnt voucher.

‘C.‘» Purchase of Tlckets

l

S N . that the traveler have t"u.s inforn at:.on to enable aim o prepare P
E : .o It is tle respouslblllt‘/ of “the travcler to ascertain ir all cases
b ‘ " . . ‘whether or not through t:t.ckets, excursion tickets or reduced ratel ‘

b N ‘ ~ 'round trip tickets can be secured. The fact that the ex1stence_ of

such rates may not have oeen known to the traveler does not relieve

hii of resbonsibility of ob,t.aining the lowest rates. It is ess’entiaily

that the traveler purchase a iicket that will adequately cover the .
‘;‘v)ez"io‘d of his travel withuu’p incurring ‘any unnecessary e:épenée;
lhen traveling by comson carrier; Geverament Tranepoftafion Requests
which will be furnished by' the Travel Unit, Fiscal 'Section,‘ must

be used. v

. d. Return Unused 1'1cke'ts

-~ Unused portlons of tickets should be submitted attached to the

travel rein"oursement account, Standard Form 1012.
e. Pen D:Lem

‘The calendar daJ will be the unit used in computlnb the perdiem .

allowance for~ con_tlnucus travel of more than twenty-four hours.

.Fer fraétional parts of a d'ayka.‘t the cemencement or ending} of’

such c:)nti'nuous trav‘el“, one;fourﬁh of ﬁﬁe‘ fa’cev for a ca‘lehdar drajr
will be allowed for each period of six: hours or fractlon thereof.

“No per ch.em w:.ll be allowed when the departme from OfflCla.l

‘statlon is after 8:00 a.m. and the return on the same day is ’)X‘lO!‘ o _—

‘_to 6: OO p.m., or I‘or any absence not emeedlnb uree-hours. Far
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upon the contlnulty of the traveler‘s dom:w:_le at’ temporary-

. duty shall be ad.m.nlstrativelj determned in each case based

upon the c:.rcumstances surrounding the leave , and f:.nal-authority

for such determ:.nat.mn s‘xall rest vith the bonde:l Certli“rlng Officer

who aphroved the account for pa,yment

Leave Jhlle in Travel Status

©.If leave of absence of any kind vegins or terminates within.the-

. traveler's prescribed hours of duty, per diem allow:':nce will termi=

. 'w1tm.n a day, where for half of the l;rescrlued “OI‘:.(lI‘lé hours or less, :

§ bemployee W‘ule 1n a travel status, can be arie only if tne enplovee ;

nate‘ or Legin at the same tifre. If the leave of absence does not .
begm or termnate within the traveler's pre3cr1bed hours of duty,
} tbe traveler will be re rarded as be:mg in subsistence status untll
midnight of the last day on which actual service is reneered pre=-
eeding the leave of absence and from 12:Ol.a.ni. of the day . on ‘w‘}‘lieh,

actual service is resumed. fractional leave of absence wholly

will be dlsreg,arded for subs:Lstence purposesas ‘Vhere it exceeds

half of the prescrloed JOI‘klnL, nours, ne subslstence will be allowed.

Advance of ‘“unds

Advcmr*e of OfflClal funds to cover tne expenses. of a voucnered .

executes a rlond of Indemnlty. ’[‘he cost of the ' premlum in’ securlng,

such a bond (55, OO) st ‘be borne 'ocrsonally by the emgl oyee.. )

FOREIGH. TRAVLL

o8

Bureau of the budbet Clrcular A-7, rev1sed, dated ‘oeptember 1946,

‘.contalns amendments to Standardlzed Government TraVel Regulatlons.
. ‘Paragranh b.S of these Regulatlons s et forth in Budget C: rcular A—?, ‘

"“prov:Ldes 1n part that "For travel on offlclal busmess outslde ‘the '

'contlnental llmuts of tne Um.ted States, a per d:.em allowance not

to exceed 7 OO in, lleu of subs1stence exnenses, may be aJlowed :
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the circumstances aurroundinﬁ the travel, Therefore, in accordance

with para-raoh'lV, "Care bhould be. Pxerclsed to prevcnt thc lelnb

01 & per dlem allowance in excess of that re qu:red to meet the

neCeasary authorized expenﬁes." The per.diemallowance described in

’ Appendik‘l of parasraph U5, which Appendix is attached to Burcau ‘

of the Budget Circular A—?, may be authorized by the persons

to‘whom authority to.lssue travel orders has been granted. Such

persons 1nglu le Chiefs of iissions, Executive for Personnel aml

Administration, Chief, Finance Divisicn, and Chief, Fiscal Section.

‘Since cne day is lost on a westward crossing of the International’

Date line, per diem for sne day will be deducted from ell travel

~accounts when such travel is involved,

Qrder and amendments thereto shall apply only wherevtfavel allow-

anzes apd per diem are payanle from vouchpred funds available to CIG.

FOR THE DIRECTCR CF CENTRAL‘IKTELLIQENCE:

Deputy
' and Administration

ixecutive for Fersonnel

)
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TRAVEL ALLOVANCES AND PER DIEM | I B

Lo :: f o I. Appllcatlon- . SR

‘This‘Order'shall apply only whefe travel allowances and RN ‘ i

per diem‘aré properly payéble from unvouchered funds in ac-

: cordance with Special Funds Regulations, : N . o 2

II. Subsistence Allowance Outside the United States: ‘ S o s |

‘Bureau of the Budget Circular A-7,krevised, dated 5 Sept-

‘enber 1946, contains amehdments to Standardized Government

Travél Regqlations. Paragraph U5, of these‘Regulations, set -
forth in Budget Circular A=7, provides in ﬁart'that, "For
3wtfavel on offigial‘bhsinéss outside the c?ntinental limits ‘ ' o . &

ofﬁthe‘Uhited‘Stétes, a per diem allowance not to'exceed'$7u00, |

in lleu of” uub51stnnce LVpenses,‘m be allowed (cxcept darlng

: tne‘fiscal year 1947 the maximum per diem allowance shall be

gl - ’ R the anount presbribed;in Appendix 1 of this Regulation). The

% L per diem alléwances providedvhéreih'represent the maximum él; T
B .l N “lgwablé. not the minimum." It is the respon51bll:ty of Ulc
ﬁ';;’. | G OfflClalS “uthorlzed to issue travel orders and authorl"e a

. per dlem allowance to see.that‘thﬂ travel orders author1~ N

only °uch pbr dlem allowance not i excess of the maxlmum as o

ave Justhled by the 01rcumstance surroundlng the travela .

oo S :1-'Thereforc, in accordancc w1th paragraph L5, “care should be o
i ‘exerCISed to prevcnt the f1x1np of a per diem allowance 1n ' o o S R F

"uXCBSS of ‘that requlred'to meet the neccssany authorlzed

o exnenses“" Dpec1al FUnds chulatlon No.‘ s paragrapb 25 3, S .

5V?}prov1dcs that travel expenses w1ll be pald in the amount
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f, R, 4L ira wel Allowanco for l’rospoctlv meloyees-

Wher g . prbspcctlw, omployt,os arc- directed to report for
‘a ossmonu, 'Lravo.l allow arces and pr=r diem will bc in accord-
Lance Wi oh the Tollowing: ;
| .A.o Where “oho umployoc is di ructed to report Tor : e ,
‘n.*mw“m ant and ; .L‘or whom the assas smon'b rcpor‘c is un« . B

"%V”I‘élble 80 as to bar omploymen.,, round trlp travel. : S

: wkc S8 are au't,hori‘ze Tbo goth(\r with per diem Loy ‘ , o

the neccasary t'r avnl t1m< and for the number of de
R ‘ ’ S “he (}c.v'"oz*mnen'h requires ‘the in-iividual to stoy in
: Washdr FIALd

B. hers th'e'emplquev is d_irecied to. report fqrr
assosaren’ prior ‘to éniplosmmht and receives a favoragble
A‘vfii‘jl'):.'i) wad enters on dlluY immedi a‘ouly thereafter, no
- ‘ R .,-,'.j.'w‘ah w will be pald for the travel to Washington, - , ce ‘ o
'.i)u."f'j.nrg the period required for actual asscssment and

4..1‘~Wv1.ew, the empleyec will be paid per diem. HNo - :

Syer diom will be paid beyond the numbor of days ra-
quived fn or actual asscszment and 1ntcrv1c-w, _ B o

C }’Jhoro the prospective employec is dirccted

Soirennrt For ass»cés:,non‘b'and receives his 23534 nbr:n‘b‘ ) :
‘ELP:C’FE'O.‘VL‘J.Ab1l'b fcquests permission 'bQ return T”.(;fnﬂ_‘t’.‘ ‘ ' - E

. ) m‘iﬁd W his affairs before ac épting 'Jmpl:tj«im-ra bobhes PR :
‘ ~omplomran ‘v?rill be enﬁ.:‘,'tled to paymen‘t- ‘of travel (xpinses ‘ ' . *

_ £o% a round 'brlp from hiis hone o “fk‘:_:hingbon ém‘;l vz-etui.'n.-‘.

: > . i

e

Per-diem will be paid for necessary trewl tML and the

e bims of actual assc sment and 1rtt_rv:.uv and for any ad-

‘ \11 ulO"la.A. da,,rs he J.s requlred to remain in ‘Jasmngton

".*:m the .1'1+ercsts of the Gov\.rnment. Per du,n i 11 not

“he pax '1 whorc. the cmploycc remains in Wash ngbon for

’ Plls o pu poses.

No transportutmn cxp'=n=cs or per' f R R Sy
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Ds ALl vouchor J‘or payment of tho typo of. ex~ -

'ponscs listed in A B, and C nbovo will b(, approved

' bv the Branch Chief in accordancc w:Lth Spcc:.al Funds

Regu.l.atlons. Howover, th(, voucheru must be i’orwardod

pI‘:LOI‘ to - the approval of the Branch Ch:h?f to ‘the Chief,

Porsonm..l Procurcmunt bbctlon of the Prog OC'Lro Support

DJ.v:Ls:Lon for approval, and his approval of ‘the vouchers
will constitute cortification that the travel stated
was hecussary in the Govemment iﬁtorbsté- tha‘b the
,’)r>r diem covered only those d@/% of travc,l or stay in
Washington rcquestcd by the Government; and that thc
amounts stated are correct. The‘prospcctivc cmployce
is ycnﬂi‘tled to first-cless reiiread farc and pullman
mﬂirgeq,; and he should be requested to obtain a round
trin tJb'Cto Where L‘evcral days trcn.n travol would
be roqulrcd the pro.,pcc tive employce may be euthorl-
zed te ‘use air transportation, in w’hlch‘ casc he 14:111
e reimbursed ‘for‘ actual planc fare and per diem for
the actunl ‘number of d'!‘ys although the total may be
less than train and pullman plus thc number of‘ deys

re qu:wﬂd by tra:m trwcl. - Travel by automobulc will

' bo reJ.mburec,d at. the ret\, of $.03 per mlle .mth nuleagc '
Ly rab; shed in accorr.xance_wrbh ‘Je.r,Department rog.ua—v

..ationsa The amount of per diem to ‘be pan.d w111 be'din
acr'ordancc w1th Standard:l.zcd Uove.rnment Travel Regulu- »

leDSq

IV, Per Dlem Pav-ments to Pt,rsonnel on Temporary Duty :Ln

)

o rcport 1mmr>d1atoly aftcr ncccssary tralmng to sarr evu'seas

Ls‘ba’clon may be granted a per dlem allowancc wh:.le :Ln 'bra:.nlng

ordancc vnth the folloWJ.ng-"

A'SR"DP81 00728R000)100010041 8", )

SR

o -Emp oyces who are employed with: the mtent that thcy shall‘

: Effectlve upon cntr:mce on" duty 1n Washmgton, v

|
I
!
1
i
-
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Bc‘-Pof‘dicm nmymm s of iﬂlu naturu arc authorl-"
o onl for thouc poruonnol who arc hired for overoc
L 'v o nU ty ;wd are rcquxrcd to rcport to Was hlngbon for tcm—
‘ porary duty in c,onncctlon v-:.‘ch proccssing and Lraﬂnlng

Cprier to di ispateh abroade

i

| : v S . Fon TR DIRECTOR OF CINTRAT INTEZ(IGEICE:
. 25X1A - '
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STATINTL |

i SUBJﬁdT'. . Travel L KRt ‘ - ] L
STATINTL - "‘:n (Thlo rescinds Adm:.mutratlve Instruct:on _, dated 20 July 1948.) ﬂ"’ U
STATINTL C\ ‘ : | | ‘ | ‘
U " 1ls General L

T ae Travel orders w:.ll be lssued by th¢ Budget Office except
i & as. othermse stated, . 7 ,
‘ . be OChiefs of missions outside the con tinental United States
\ may authorize and approve temporary duty Yravel within their
theater for employees under their jurisdidtion, : ,

{ r .. Co - Requests for travel or amendmentsjto travel orders. (Form
cOING Nos 3L-5) other than specified in "b" aboye, shall be prepared
CONQ /Y L in triplicate, Ome copy will be routed firectly to the Trans=-

o : ‘portation Division, Services Office, and the orlglnal and: one copy
routed to the Budgct Dffice, through: .

% o - (W Staff Chiefs or Assistant Directors or their Deputies
3y . in the cﬁ?ﬁfﬂw&%}i‘under thpir jurisdiction.
% . e U W
©, . (2) Executive, in addition to fhe abOV tnucases 1nvolv-
T ‘ing travel to be performed on confidential funds, except a"'§"\*~mm
i ha ' otherwise specifically provided in {Confidential Funds Regu~
g lationse . 5 i

- (3) Persozmel Offlcer, in addition to the above, in all

cases involving' permanent change of station, and travel to

first post of. duty abrpad and retugn from post of duty abroads
: (L)  Executive p&' Deputy Director in the case of Staff
, ,Ch:.efs and ASSlS‘baﬁt Dlrectora., b

o d. Personal a :.on of each forwar{ilng official must be indi-
- -;.ca‘oed on the TOqu St Staff Chiefs an%l Assistant Directors may
delegate approv . author:.ty to their. deputles ii‘ desired, -

que sts. for domestlc trav&el w:n.ll be submrbted :m
iedte in suff;cient time to be processed and ‘reach.the.
Buy tBet Office at least L8 hours prior to the actual depar‘bure
~time, for determination: ‘a5 to adequacy of : :justiflcata.on and
availab:.l:.ty of funds. B ‘ -

RESTRICTE'D
. N .

e " Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8
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( P L (2)  Requests ‘for-foreign travel Kust. be submitted suf-
(‘ SR o ' ficlently in advance Yo permit required travel arrangemonts

' ' : prior to planned date of departurc., Normally a minimum of
two weeks is necded for such cases. K o

(3) The necessity for travel must ‘be adequatély sube
stantiated on the request. General statements such as "offi<
cial business," "confidential purposss," ‘etce,  should notbe
uscde ol

fo The Tl'*.a'nspoﬁ'tation Division, Services Office, wills

(1) Provide travel arrangement service.

:: o SRt (2). Verify that properly authenticated official orders -
CE , have been issued, and that security clcarance, physical exami-
i b ‘ nation and immunization have been obtained, before rcleasing
R S ‘ ‘ ‘the tickets or transportation requests to the ‘travelers

(3) Arrange for the issuance of passports and visas,

L L Be Each person performing official ‘travei shall familiarize
. himsglf with the provisions of the Standardized Government Travel
Regulations as amended, Copies of the ‘Re'gulations may be obtained

"+ from the Fiscal Branch, Budget Office,

24 Travel by ilembers of the .imcd Services fAssigncd to CIA

i . .

[ P @, Armed Services personnel performing temporary duty travel
L a8 necessary for CIA will be reimbursed for ver diem and. travel
- ‘eosts 'in accordance with the travel reguiations of the various
Armed Services, ' - o S :

be Upon rcceipt of travel requests approved by the ‘Budget
_ Office, the Naval Administrative Command or Headquarters Detach=
~-ment will issue appropriate travel orders. Two .copies of the
- orders will be forwarded to the Fisc‘al Branchy -Budget :0ffice,

3. Preparation and Submission of Vouchers

I

- @ Travel vouchers must.be submitted to the Fisoal Branch,
.Budget Office, upon completion of each trip, or st the end of
R L c-each calendar month in cases of extended travels - Voughers' for
S S - travel authorized by a-chief of an ovorseas post shall be submit-

G ted to the-appropriate post official ‘for processings” -Armed Serve

lces personnel shall give the necessary data to the Headquarters

Detachnient- or Naval Administrative Command for'thé'pne
vouchers and ‘submission to the Fiscal Branch, -

5o

reparation of

" be The Fiscal Branch will provide advice -and ,Lft’s\éist;agqé to

R . Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8
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! b traveling personnel for the propardtion and submission of vouchorss :
| O : The traveler should maintain accutate records of time of departure - -
| and arrival at-all points, a record of official expenditures, cop~
‘ o les of official telegrams ard ro ceipts' for official expenses when
! - o . necessary. It is esgsential that the traveler have this informa- -
. tlon to cnable ‘reimbursement for official cxpenses paid by him,
L+ Repeated ilotor Truck Travel = - L L ]
.. The Budget Office may, upon the recommgndation of tho Services
0fficer, issue monthly blankét travel orders for truck drivers engaged
in repeated official trips with CIA cargocs, and arrang: for periodic
~submission of travel vouchors covering such repeated travel. i
5. - This directive docs not apply to travel to be performed under L S
provisions.of Gonf‘idcntial Funds Regulations, . ‘ !
i [ AFOR THZ DIRECTOR OF CENTRAL TNISLLI ENCE:
STATINTL
} :
| ;
, . DISTRIBUTION: A S _ gy . S e
i . :
i |
| K *
i i H
[
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SUBJECT
(This reseinds

1. General

8. Travel. orde
vise stated. .

tinefital Uilted States gy
rithin their theater’ for employ-

¥

b, ‘Chiefs of mis

ees under their. .ju.z_-;iysd:[.

“11.:1.0e: Roquests fo

other than specifie ~8h ‘trip:
695%. 11 be routed ' “Servicés Offics,
" and the original and one ; rough '

Ve e

s_or Assistahd Directors or their Deputies din

(1) Staff Ch

e N -

ols irider- theih jurisdiction; =

' 4da1tioh o the in chses: involving
on confidential fhjde, except as othervise
in Confidential Fundm, Regulations.
above,, “in all cadés
to first post of

“(3)' Personibl ‘teticer) in hdaition e

..+ Anvelving perman nt Léhange‘ of station, and travi
duty abroad and ’;v'eturn from pe ¥ dabroad

- (4) Exe
Pant Mo

)

" 4" Peronal df - eich ‘Foruardifig ‘derieial must be indead
the request, Staff c\)

» ‘ hiefs and Assistant Dircctors may delegate aﬁ&
authority to their de YU S . k

oving
G RORNS LR ;“"v( | .
i " -!3‘,
~e¢ (1) Requests for domestic trovel will be submitted in duplichte
in sufficient time to be processed and“redch‘the Budget Office at o
least 48 hours prior to the actual departure .time, for determination

a8 to adequacy of Justification and availability'of funds;

uties if desired.

 RESTRIGTED .
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(2) Requesta for forei 1, travel must ba eubmitted sufficiently
in advance to permit requires travel and medidal arrengements prior
to planned date of departure. Travelers till persbnally contact the
Transportation Officer, Services Office, at: least six weels before.
planned’ date of departure in order to i‘aeilitate travel ‘arrangements,

(3) The necessity for travel must be adequately substantiated
" on the request, General statements such as. "officidl businesa "
Oy "confidential purposes, .eta. s .should net be used. R P

. £, The Transportation Division, Services’ Office, wills
(1) Provide travel arrangenent service. '

" {2) Verify that properly authenticated offic:.al orders ‘have ..

been issued, and that security clearance, physical examination and :

.. Ammmnization have been. .cbt ined, before releasing the tickets or
: aportation reouests,t ho tmve er 2 .

i ; 51
amended.,‘ GOpioe of the Re
Budget Office. v "

be An additionei phyéieeil ¥ami; tion to insure freedeh:'ff'emeomrmni-
‘ cable diseases is‘requi.red 1.3 hours 'before departure from Washington.

Requests for physical exnminatio 5.11 be ferwarded to the Physi-

ggl Reguirements Officer, Medical Services Division, ‘includifig thé following
on, not.les £ifty. (50)..days ,prior to estinated date, of de=

. B . . e e i

Approved For Release 2001/09/03 : CIAQRDP81<DO728RDDO1000’1‘0041-'8:_ :




oxpenscs paid by him, §
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(4)
6 e o ity (fpotery of Bermmort)

(7) Route of Travel,. .. .
(8) HMode of Travel..

"3+ Travel bv onbers of the Armed Serv:.c k] Assigned to CIA

Qe Armed Services personncl porforming temporary duty trovol as
necessary for CIA will be. reimbursed for por dicm and. travel costs in

accordance with the travel rogulatlons .of the various Armed Sorvicos,

b. Upon receipt of. trcwol roquests opproved by the Budget. Offico,

~ the Naval Administrative Gommand or Hoadquartors. Dotachment will issue

appropriate travel ordors. Two conics of tho orders will be i‘oruardod
to the Fiscal Branch Budgo‘b Offlco. .

2. Travel vouchors ust be submitted to the Fiscal Brcmch Budget
Office, upon complotion of ocach trip,  or at the cid of cach calondar month
in cases of extended travel, Vouchers for travel authorizod by a chicf of
an overseas post shall bo sybmittod to the ap; arop'riatc post official for
procossing, - Armed Sorvices forsorinel shall give tho necessary data to tho

- Hoadquarters Detachment or Na al/ ‘Administrative Comrand for tie preparation

of vouchers and submission to *ho Fiscol Branch.

be The Fiscal Branch will rovide advice and assistance to travoling
personnel for tho prepo.rat:l.on andysubmission of vouchers, The traveler

- should maintain accurate records o!,j time of departurc and arrival at all

points, a rocord of official expenditurcs, coraios of official telegrams
and reccipts for officiad oxpensos when nocessary. It is essential that
the traveler have this »&nforma‘hion tc;’*\nable rceimbursoment for official

b

5;’ Regoagod Motor Tfuck Trage; 5\

The Budget Office may, upon the rocommdndation of the Services Officer,
issue monthly blanket travel orders for truck\dra.vcrs cngaged in repeated ‘
official trips with CIA cargocs, and arrengo for poriodic submission of
travol vouchers onoring uuch rope tod travcl. N v o

W0 | J, g ' \‘l’ i
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| zwol 466" performed undor provisions '
i of Confidential Funds Regulations onl, to t e xt '
’ ‘ confllct with thosc rogulations. , v h 3 ont that it 1s nob in
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b : OENTRAL - INTELLIGENCE AGENCY -
Winshington, De Ce

STATINTL
.'ADMTNISTRATFVE INSTRUPTION Sfdanuary 194

_(Thls uupplemants Agninistrative Instruc-
tion -dated 5 Dacember 19/10)

" SUBJECT: ComptrollerN\General's Decision Regnrdlng Traveling Expens
' Porsonal Cenvenience. = Return to Hendquarters Upon Illned
‘Withcut Cwnmle ion of Tenpornry Duty .

1 The Comptroller enornl on 20 October 1947 issued Decision
No. B-«OOSS relutlng to the ebove subject,

. 2. The decision. states \?nt where -an employee is taken ill while - H
in travel status necessitating Mals return to headquarters without com=

pleting the duty ussigned, he is\not entitled to reimbursement for the :
expenso of the return brip nor f\f per diem for such period.of ‘travel. . '
However, where the illness ococours 9 sonably coincident with the termi-
nation of official duty in a travelq§¢atus, reimbursemont may be allowed
in an eamount net Yo excesed the amount\blatfwould have been incurred if
the employee had returned immedistely after the completion of his
offioial duties. By failure of the employée to complete the duties
assigned while away from his official headquahthrs, an additiondl ex=
pense or burden may be placed upon tho‘GovcrnméHt through the noce951ty
of assigning another employee to compl@te the unfinished taske

3. The sum payable to the employee for travel. for the period prior
“bo illness 1s to be sapplied against the cost of Govermment travel in .
returning to headquarters. Any additional amount remaining due will be
. collected from'the employeo. by’ admlnlshraﬁ1vc action,

FOR THE DIRECTOR OF ' CENTRAL INIELLIGENCE s

v v Executive for R
- : , ' Administration and Menagement

DISTRIBUTION: A
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ADMINISTRATIVE INSTRUCTION ~

‘V,SUBJECT. Travel Aquwaxmea (inter:lm instr;}g%ions)

* ‘approved 9 June 1949 and \{n accordance #rith Bureau of the Budget Circular

*. allowances for civilian of cers and{iemployees :Ln a travel status not to o

"continuity of tempo

tion(s) hsted .end under the cireumstances,

P

I ;’",:\- LR : : , ) : ‘A’., . S/
;{ x . AppFoyed For Reléasg 2001/09/03 : CIA-RDP81 '-00728R000100v0}004f|_-8']‘ . { ) ‘c

i f
M

- 'R-E-S=T=-ReI~CuT~EwD

CENTRAL - INTELLIGENCE AGENCY
Washington, D, C,

2!
A
-
#

1 July 1949

i

‘" NO,

‘ v i
1, Pursuant to th provis:i.ons of Rtfblic Law 92 (8lst Congress)
A<7 (revised effective 1 Mly 1949) ’is Agency shall authorize and -pay :

exceed the following.

:‘y '

7 @, A per diem rateu of gfight dollars in the continental

" United States and ratés sregbribed by the Burcau of the Budget

: Circt)xlar A~7 for travol oyteide the United States (seo attach-
ment). '

i@
%

be A mileagé rate | Zg‘ per mile for use of privately
owned car when sﬁch nodg’ of Yransportation is authorized or
aprroved as being more i dvantageous to ‘the Govemment. o \ oo

2, TFor ex.tancied perigis of tempordr}’ duty _in the -

United States, the followﬁig schc-odule of ratos shall apply

1 _

S L

,.& First 60 days - 48,00 — hx

fé Second 60 days - 6 00

eXORE

;" Third 60 days - 3.oo

less shall not be con31dered as intermptmg the
ary duty

Absence of 10 days o

3 'I‘he per di%m and mileage rates set forth hercin are the xnaximum :
allowable énd offibials authorized to issue travel orders will reduce the.. -
stipulated rate whenever available information indicates that the maxifum
rates will oxceed the necessary official traveling expenses. /J‘hé" request=
ing ‘and approving officials of each organizational unit gontorned: should:
be in a position to justify the rate(s) requestod. ing the complotion.
of a, studv now in progress and the asscmblage s¥pericnce data, the. appro-
val of the request by the 1nitiating of fjoe~Ehall be decmed a certificate:
that -the *rate?s) stipulated in Guest are not in excoss of the amount(s)
normally ‘required to 6 necessary official travel expenses at the 1oca— :

R-E~S~T-R~I-C~T-E-D_

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8




. Norway. . ...
* Panama

Australis . . ... 6,00
Austria : 6,00
Bahamas o 12,00
s Belgium - 12400
b 'Belgian Congo R 10.C0
i p " . Bermuda . ‘ : 12,00
i Brazil = .o . .10,00
i British Honduras Lo e 64000
v British Malaysia. : ‘ 10400,
’ii O Bulgaria =~ . : : © 710,00
{- +  ‘Burma - " 10,00
i Ceylon v ’ 10,00.
i Cyprus . E : 10,00
Czeehoslovekia PR 10,00 -
i Denmark o - 10400
I Dominican Republic o 10,00
- Egypt ' 10,00
{ Estonia R _ 18,00
Fiji Islands 3 © 6,00 .
Freneh Indo China . .. .7 10400
. French West Indies ‘ 6,00
o Germany g . 6,00
 Gibraltar 6,00
. Greece o 10,00
e Greenland , 6,00
Havana, Cuba T 12,00
i Haitd . 10,00
8 Hong Kong ’ , 10,00
! Hungary : 14,00
i Iceland A - 10,00
India RGO coo 10,000
. Iraq 10,00 .
- Isresel 15,00
! Japan. . . - o .+ 6,00
. Korea i il 6,00
£ * - Latvia’ Gt e 18,00
. Liber:lo. R SR -10,00 - -
v b Liechtenstein . S 210600

Lithuania ‘--xt_\. 1800

London, England 10,00

_Luxembourg: 10,00 ., ...
‘Madagascar . - . 6 00

~ ~Manila, Republic B

" Philippines - . : 16.00
Mexico, -except Mexico ol
Dy Fe ' 6,00

~ Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 _
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' R-E~S=T=R=I=g~T=E-D
‘ : o MaxmMo .
LOCALITY ' o PER DIEM RATES e LOCALITY. .
Afghanistan ‘ $ 6,00 - "Ne"therlunde
Andorra 10,00 Netherlands East Indies .

Netherlands West Indies.

New Caledonia
New Zealand

Paraguay
Pgris, France
Peru

Philippines, Republic

. except Ma.nila. -

- Poland

Portugal, except

Azores and Mndeira Islands
. . Azores and Madeira. Islunds
- Rome s Italy

Runania _
Santos, Brazil
Sao. Poulo, Brazil
Shanghai, China
Society Islands

Spain, except Canary Islands

Canary Islands
Surinam ©

'Sweden
-Switzerland

Turkey

lUnion of Soviet Socialist

Republics

- Uruguay
"Vatican City -
Venezuela.

Yugoslavia

j Other Localities

9| z wg L”1nP &el

MAXIMUM
* PER DIEM RATES

$ 10,00
12,00
10.00
K 6.00

6,00

. 1000

10,00
.~ 6400
10,00
6,00

14,00

" 12,00

10,00
6,00
10,00
12,00

- 10,00
- 10,00
10,00

6.00 _—

10,00
6,00
6.00

10,00

+-10,00
10,00

18,00
10,00
10,00

18,00 -

14,00
8,00

3013301 jsane |

 ReEwS~T=R=I-C-T-E~D
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4. The provieions of this Instruc'bion oro effective 1l July 1949 and

~ shell remain in offoct until revised rogulations can be promulgatod on the

~basis of further study and experienoe.

FCR THE DIRECTOR OoF CElTTRAL IN’I‘L‘LLIGENCE'

aptaln, 7
Executive

Attachmont:‘; ; ‘
Extract from Burecat of_the Budgot Girqular A=7,

 DISTRIBUTION: A,

s

RISARIOED

e P el
3




STATINTL

STATINTL

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8

[

* R-E-S=T=ReI-C~T~E-D

CENTRAL -INTELLIGENCE 'AGEI‘IGY
. .Meshington, D, C,

‘..‘ADMINTSTRAI'IVE INSTRUCTION L 1 July 1949
0, d , ‘ e - .

UBJECT: Travel Allowahcee (interim instaruef,ions);
1, Pursuant to the provisions of Publie Iaw 92 (8lst Congress) |

e ‘approved 9 June 1949 and in'accordance with Bureau of the Budget Gircular
A=7 (revised’effective 1' July 1949) this' Agency shall authorize and. pay

o 'exceed the i‘ollowing

,-,.l-‘ . .as A per diem’ ra.te of eight dollars in the continental

United States and rates preseribed by the Bureau of the Budget- .: .
Circx)zlar A=7 for travel outside the United States (see attach~ .
ment) .

b A mileage rate of T7¢ per mile for use of privately
owned ear whén ‘such riode of transportation is authorized or

- apnroved as being more advantageous to0 the Government. . .  gTATINTL '
" 2, For extended perio,ds of temporazy duty F in the - S L
;" United States, the following schedule of rates shall apply: REER e e

First €0 days = "‘8.00
o Second 60 days ~ - 6.00 '
'.l‘hird 60 days - - 3 00

Absence of 10 daye or less shall not be considernd as 1nterruptmg the
- eontinuity of temporary dut

3 The per diem and mleage rates” eet forth hercin are the ma:’imum
allowable and officials authorized to issue travel orders will reduce the ey
stipulated rate whenever available information indicates that the maximum-
rates will exceed the necessary official traveling expenses, The requeet- B
ing and approving officials of each or anize.tional unit concerned.should..

~ be in a position to justify the rate(s requestod. Pending the completion
.of a study now in progress and.tho asscmblage of experience data, the, appro—

_val of the request by the initiating office-shall be deecmed a cortificate .
that the rate?s) stipulated in the requést are not in excoss of the: a.mount(s)
normally required to mect the necessary officlal travel expenses a.t the loca-
tion(s) 1istcd and under the ciroumatcmcee. ‘

=l

R-E-S-T-R-IC-T-E-D . : ce
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LOCALITY

Afghanistan
Andorra
Australia .
Auvstria -

Bahamas

Belgium :
Belgien Congo.
Bermuda

Brazil o
British Hondurus

British Maleysia

Bulgaria
Burma
Ceylon
Cyprus

- Czechos lovakia

Denmark

Dominican Republic
Egypt

Estonia :
Fiji Islands .
French Indo China
French West Indies
Germany: 4

Gibraltar

Greece
Greenland
Havana, Cuba

" Haiti

Hong Kong

‘Hungary

Iceland
India -
Iraq

,Israel

Japan .

Korea o

Latvig .

Liberia ...
Liechtenstein: . .

Lithuania -

.. London," Englund

- Luxémbourg: <. - .

- Madagascar : .-
“Manils,’ Republic

Philippines

- Mexico, except Mexico

D, Fo

R-E-S-T-R-I-C-T-E-D
MAXIMUM
. PER DIEM RATES . LOCALITY
$ 6.00 Netherlands ‘

10,00 Netherlands East Indies
6.00 Netherlands: West Indies.
6,00 New Galedonia ‘

- 12400 . New Zealend
+ 112400 Norway. ... .+
. 10,00 Panama,
12,00 Paraguey
< 10400 Peris, Franoe
. 16,00 Peru
- :10400:" - Philippines ’. Republic
10600 - -except Manila
. 10,00 Poland
10,00 Portugal, except '
10,00 Azores .and Mudeira Islands
10,00 - .. -Azores and Madeira Islonds
10,00 . Romu, Italy
© 10,00 Runania’
10,00 Santos, Brazil
18,00 Sao Paulo, Brazil
16600 ‘Shanghai, China
. 10400., Seciety. Islands
6,00 Spain, exéept Canary Islands
6400 Canary Islands
- 6 00.. Surinain - '

10,00° Sweden
6,00 - Switzerland

12,00 Turkey

10,00 Union of Soviet Socialist

10,00 " Republics

4 14400 . Uruguay
10,00 Vatican City
010,00 . - Venezuela .
L1000 - .. Yugoslavia . o
- 15,00 Other Localities
660
18,00 o
10600,
:,%10.00._

18Q
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MAXIMUM
PER DIEM RATES

$ 10,00

12,00

6,00

6500
10,00
10,00
6,00
-10,00

- .6e00
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" ReEeS~T~Re-I-C~T-E-D

basis of further study and experience,

FR THE DIRECTOR OF CENTRAL INTELLIGENCE: .

Captain, USN
Exeoutive
Attachment: o ‘
- Extract from Bureau of the Budget Circular A-7.
" DISTRIBUTION: A,
‘E
!
|
E
o =R
~ ReE=S=T-R~I-C-T-E-D

" 4e  The provisions of this »inetruction arc effective 1 July 1949 ‘and.
shall romnin in offect until revised reogulations can be promulgated on the -
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CENTRAL INTELLIGENCE AGENCY
Washington, De Ce

ADMINISTRATIVE INSTRUCTION

NUMBER 5‘Jununry 1948

STATINTL

(This sﬁpplements Agministrative Instruce" STATINTL
tion-dated 5 Docember 1946) _

SUBJECT: Comptroller General's Decision Regarding Traveling Expenses. =
Perscnel Convenience = Return to Hendquarters Upon Illness,
. Without Completicn of Temporary Duty .

" 1l. The Comptroller ¢ eneral on 20 October 1947 issued D=c151on R . %
No. B-UOOBB relating to the ebove subject. : ‘ ‘ ;

2. The dec:slon states that where an employee is teken ill'while

- in travel status necessitating his return to headquarters without com= i

pléting the duty assigned, he is not entitled to reimbursement for the

" expense of the return trip nor for per diem for such pericd of travel.

However, where the illness cccurs reasonably coincident with the tormi-
nation of official‘duty'in a travel status, reimbursement may be allowed
in an -amount not to exceed the amount thdat would have been incurred if
the employee had returned immediately after the completion of his
official duties. By failure of the employee to complete the:duties

" ‘assigned while away from his officisal headquarters, an additional ex-

pense or burden may be placed upon the Government through' the. necessity ;
of assigning another employes to complete the unfinished task, , : :

3« :The sum payable to the employee for travel for the period prior
to illness is to be applied against the cost of Government travel in
returning to headquarters. . Any additional amount remaining due will be

‘collected from the employee by administrative action.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: STATINTL

Xecutive 1or
Administration and Menagement

" DISTRIBUTION: -A
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CENTRAL INTELEIGENCE AGENCY
.~ ‘Washington, DeCa

26 October 1949

No.

©* SUBJECT: Trovel Allowances. ‘
Lo o ‘ o - STATINTL
So much of Administrative Instruction No - dated 1. :
July 1949, pe_rtainihg to per diem allowance as reads "§8,00" is
hereby amended %o read "#9.00".
' FOR TE DIRECTOR OF CENTRAL INTELLIGENCE:
- STATINTL
aptein, USN /
Bxecutive - '/
DISTRIBUTION: A
o d

STATINTL

e B S i e

s i

YR




TATINTL

/e e et

I

STATINTL'

i
I

i
§
i
1
I
H

NO

"‘ffether than specified in "b" above, "
~“copy will be routed. directly" 0 the~'rranspertation Division, Services Office, .
.“:ond the original: and’ qne copy routed” to the Budget Office 'y through' )

v ‘ i : SRR R i \
' /xpproved For Release 2001/09/03 mmmmonsmoomobmoms

CENTRAL INTDLLIGT‘NGB AGENCY
. Washington, ‘D, C. L

ADI«IINISTRATIVE nasmucnom 7 June 1949

SUBJECT. ~Travely .

, (This rescinds Ad.ministrativ Instruction

-\édated} 31 Jantsry 1949.)

1, General e

- a, Travel orders will P18 :tu'ed (Byvtlie:'Budget“Cffice‘e:;cept as ‘other-
wise stated. P S o '

'b.

B '::.

Chiefs of missions ou ide""the continehtal United States may

- authorize and approve temporary du‘by trnvel with:.n their theater for empley-

ees under their Jur:.sdict:.on..

Co Requests for travel r} amendments to travel orders (Form No, 3

34=5)
hall -be: prepared in triplicate,

One

(1) Staff Chiefs or Assistont Directors or their Deputies in 3
the cases of individuals under their ;]urisdiction. ‘

(2) Execut:.ve, in- aduition +0' the above, in cases :.nvoWing
travel to be uerformed on confidential’ ‘funds, except ‘as othemrise
specif:.cally prov:.ded in Conf:.dentiel Funds Regulations. ‘

(3) ‘Porsorinel. Qf‘ficer, in add:utien to the above,- in: aJJ. ‘cases
.involving permanent change of station, and “fravel to first post ‘of -
'+ duty abroad a.nd return from post ef dutv abroo.d. , ;

‘ (4) Executive or Deputy Direotor in the case of Staff Chiefs
‘ a.nd Ass:Lstant Directors.

d. Personal action of g

the request, Staff Chiefs’ and Assistant ‘Dircctors may delegate appx:ov:lng
authority to the:Lr deputies if desired, o

PN [ i { ¢ ‘1

e (1) Requests for domestic travefl. will be submitted in duplicate ,
in sufficient time to be processed: and reagh the Budget Office at - - -
least 48 hours prior to the actual departure time, for determination s
as to adequacy of Justification and availa‘bility of funds. ;

e | i
_RRSTHIC™D | S
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|
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i

“"amended. Copios of the’
‘ Budge'h Oi‘flce. '

% } : . ; ‘ }l v N

- Approved For Release 2001/09/03 CIA R CP 1]:;.)0728R000100010041-8
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(2) Requests for foreign travel must. be submitted sufi‘icien‘biy
in advance to permit réquired travel and medical arrangements prior
to planned date of departure. Travelers will personally contact the
Transportation Officer, Services Office, ‘at, least .six weeks teforg,
planned date of departure in order to facn.l:.taue “trdvel arrangemefits.,

(3) The necessztv for travel must be adequately substantiated
on the request, Genere.l statements such as "official business,"
. teonfidential purposes, ete., should not,be used.- . . .oy

£ The Transportetion Division, Services Office, will: -
(1) Provide travel arrangenent service.

(2) Verlf'y that prOperly ﬂuthentlceted 01f1c1a1 orders ‘have .
- been issued, and that security clearance, physical examination ahd’
<immunization: heve been obteined, before releasing the, t:.ckets -or
; ,,trensportation recuosts to the traveler. e L

(3) Arrcmge for the issuance of passportstond v:.sas. ’

go Each pcreon performlng official travel shell i‘amiliarize himself
with the provisions.of the. Standardized Government,Travel Regulations” as
',Regula‘bions ngy - be obtained i‘rom the F:Lscal Braﬂch

hxsical Examumt;,ogs i‘o; Vgucnored I oreg gn. Trﬂvel

<. ~ae . A complete. physical exrmunatzon and re ulred immunlzat:.on is noces=-"
sary within: 70 days pr:.or 'bo depr rture t0. ove' ,

b, An additional rhysicel e,cmlxuatlon 'to'insure frcedon from commmi-
cable diseascs is required A48 hou.rs before departure from Washington.

‘Aed w:_thin 5 da,,'s after

’ d. Requcsts for physmal exaxninations w ] e'forwarded to the. Physi-

eal Requirements Officer, Medical Services ‘Division, including the following
:;q-information, not dess
pe.rture. R

Btzrlated date ‘of de=

an.i‘if.‘ty (50) dnyﬂ prior

(1) N.:une of Branch. s ety
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(4) Typo of Examinotion Roquired (Ovorseas or Returnoo),
B BT A

‘,fi'(5)"Da£6wdéﬂDopa;£uié.  ARy L

(6) Type of Duty (Tomporury orifor@&hﬁhﬁ)u |

(7) Routo of Travel.

" (8) Mode of Travel,

o bemmmpe. v

3e Iravel by Hombors of ;the Armed Services Assigned to CIA

a, Armod Services personnel porforming temporary duty travel as
necessary for CIA will:be toimbursed for por diom and travel costs in
accordance with the travelirogulations of the various Armed Scrvices,

b, Upon roceipt of travel roquests epproved by the Budgot Office,
the Haval Administrative Command or Hoadquarters Dotachment will issue
appropriate travel ordors, Two copics of tho orders will be forwcrdod o
to the Fiscal Branch, Budget Officc, T R

4o PBrcparation and Submission of Vouchors

8,  Travel vouchers must bo submittod to the Fiseal Branch, Budget
Office, upon completion of ocach trip, or at the ond of cach ealondar month
in cascs of extended travel, Vouchors for travel authorizod by a chicf of
an ovorseas post shall be submitted to the appropriatc post official for
processing, Armod Services porsonnol shall give tho necessary data to the
Hoadquartors Detachmoni or Naval Administrative Command for tho preparation
of vouchers and submission to tho Fisecl Branch,

b, The Fiseal Branch will provide adviee and assistaneo to traveling
personnel for the preparation and submission of vouchors. The traveler
should' maintain accurate rccords of time of departurc and arrival at all
points, a rocord of offieial exponditures, copics of official tclegroms
ond reeeivts for offieial oxponses when neeessary, It is essontial that

" the travelor have this information to enable reimbursemont for offieial
expenscs paid by hinm, '

5.‘ Repoated Motor Truck Travel

The Budget Office may, upon the rocommondation of the Services Officer,
issue monthly blanket travel ordors for truck drivers cngagod - in repeated
offieial trips with CIA eargoes, and arrango for poriodic submission of

- travel vouchers covering such ropostod travol,

-?:_
‘ RﬁSWRICf“D:;

4

e st s e R e 130
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N RESTRICTED ~  ~ |

CENTRAL INSELLIGENCE AGENCY | w{u«,»- |
- Washington, D, C, ‘ :
STATINTL  AD{INISTRATIVE INSTRUCM a 31 January 1949
M. B ' v
SUBJECT: Travel | . o ,
fSTATINTL - (This re{scinds Administrative Instruction - dated 20 July 1948.)

‘le CGCeneral

3¢ Travel orders will be issued by the Budget Office except
as otherwise stated, = ' T

i . be¢ . Chiefs of missions outside’ the continental United States
, may authorize and approve temporary duty travel within their
: theater for employees under their Jurisdiction,

» cq: Requests for travel or amendments to travel orders ‘(Form
‘Nos3L-5) other than specified in "b" above, shall be prepared’

in triplicate, Ome copy will be routed directly to the Trans-
portation Division, Services Office, and the original and one copy
routed to the Budget Office, through: . ‘

(l) Staff Chiefs or issistant Directors or their Deputies
“in ‘the cases of individusls under their Jurisdiction,

“.~ (2) Exeécutive, in addition to the above, in cases involv-
ing travel to be perfcrmed on confidential funds; ‘except. as
“otherwise specifically provided in  Confidential Funds Regu-

- latiors,: : ; - v

. ' : ' (3) * Personnel Officer, in addition to the above, in all
! ‘ ‘cases involving permanent change of station, and travel to
first post of duty abroad and return from_pos_t of duty‘abro.ad.

(L) ' Executive or Dep_\ity Director in the case of Staff
Chiefs and Assistant Directorsa ' o o

, ‘ . “da Personal action oi‘ each’ forwarding- official mus{ ‘beb‘i'ndi_—

L S ~*cated oh the request, Staff Chiefs’and Assistant Directors may .

+/delegate .approving authority to their deputies if desiredo

@ (1) Requests for domestic travel will be submitted in
" duplicate in sufficient time to-be: processed- and ‘reach the" ,
Budget Office at least L8 hours prior to the actual departure -
‘timey for determiration as to adequacy of justification and
availability of funds. P . }
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- (2) Requests for foreign travel must be submitted suf-

ficiently in.advance to permit required travel arrangements :
prior to planned date of departurs, Normally a minimwn of
two weeks is needed for such cases,

(3) The necessity for travel must be adequately sube . -
stantiated on the request., General statements such as "offi
cial business,! "confidential purposes," etce, should not. be. .
used, ‘

'£, The Trinsportation Division, Scrvices Office, willi
(1) : Provide travel arrangement scrvice,

(2) . Verify that properly authonticated official orders
have boen issued, and that security clearance » bhysical cxami-
nation and immunization have been obtained, before releasing

. the tickets or transportation requusts to the travelerg

‘ (3) Arrgmbge, for:the issuance ,of-passports and visage: |
.+ “Be Bach pérson rerforming official travel shall familiarize
himself with the provisions of the Standardized Government Travel
‘Regulations as .amendeds Copies of the Regulations may be obtained
from the Fiscal Branch, Budget Office, AT o

2, Travel by .lembers of the ..rmed Services Assigned to CIA

ae ‘Armed Services:personnel performing temporary duty. travel
as necessary for CIi will be reimbursed for per diem and travel
costs in accordance. with the travel regulations of the ‘various

Armed Services.

be Upon roceipt of travel requests approved by’ the Budget
- Officec, the Naval Administrative Command or Headquarters Detach-
‘ment will issue appropriate travel orders.  Two copies of the ! :
orders will be forwarded- to. the.Fiscal Branch,:Budget Office, : ;

3¢ Preparation and Submission of Vouchers
. 8e Travel vouchers must.be submitted to the Fiscal Branch,
Budget Office, upon completion of ecach trip, or at the end of
. _;each-calendar month in cases, of extended travels. .Vouchersg:for
““travel authorized by & chief of an overseag post shall be submit-
ted to the dppropriste post official for processings Armed Serve
lces personnel shall give the necessary data to the Headquarters
Detachment or Naval Administrative Command. for the pregaration of
- .vouchers -and. submission to.the Fiscal Branche. = /i s,

b. The ;Iﬁs'dgi.v,Brancl’i:milv_pi'ovide ‘advice .and é.ésigt'é.nce to

9k

e
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traveling persomnel for the proparation and submission of voucherss . -
The traveler should maintain accurate records of time of ‘departure
and arrival at all points, a record of official expenditures, cop--

les of official ‘telegrams ard rcceipts for official expenses when.
nocessary. - It is esgential that the traveler have this informa- .

tion to c-:nabln reimburscment for official expenses pald by hima

Lo . Repeated Motor Tmck Travel

The Budg,et O.E‘i‘:.ce may, upon the recomme ndation of the Scrvicos :
Officery issue monthly blanket travel orders for truck drivers engaged. -
in repeatod official trips with CIA cargoes, ahd arrang: for periodic
submission of travel vouchers covering such repeated travels

Do This directive does not apply to travel to be per.torm,d under

FOR' THE DIRECTOR OF C]LNTRJLL INISLLIENCE:

Acting Exccutive

DISTRIBUTICN: A

- RESTRICTED o
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CENTRAL INTELLIGENCE AGENCY L e -
. Washington, D, C. : J&“ ~ /}l
~ '~ f/w/af?

_ ET ATINTL ADI\.‘[INISTRA'I‘IVE INSTRU% ‘ ' ' ?0 July 1918

SUBJ‘ECT : Travel

- BTATINTL (Th:.s rescinds Adninistrative Instruction | dated
: ’ 2 March 1948, ) ‘

1. Gene ra..i

G ‘ ‘a, ’I‘ra‘i}el orders will be issued by the Budget and Finance
R Branch, A&M, except as otherwise stated. :

b. Chiefs of missions outside the continental United States
may authorize and approve temporary duty travel within their
theater for employees under their jurisdiction.

Ce Reguests for travel or amendments to travel orders (Form
: No. 3L-5) othzr than specified in "b" above, shall be prepared
P in triplicate. One copy will be routed directly to the Trans-
portation Division, Services Branch, A&, and the original and
one copy routed to tke Chief, Budget and Finance Branch, through:

‘(1) Staff Chiefs or Assistant Directors in the cases
of individuals under their jurisdiction.

.(2): Executive for Administration and HMandgement, in ad-
dition to the above, in cases involving travel to and from
continental United States, and travel to be performed on
unvouchered funds. ‘

(3) Chief, Personnel Branch and the Executive for Admin-
istration and Management, in addition to the above, in all
cases involving permanent change of station, and travel to
first post of duty abroad and return from post of ‘duty abroad.

(h) Executive: or Deputy Director in the case of Staff .
Chiefs and Ass:.stant Directors.

- 'd. Personal actlon of each. forwardmg off:.c:.al must be 1ndi-
cated on ‘the request. Staff Chiefs and Assistant Directers may
: delegate approvmg authority to their deput:.es if desu‘ed.

‘es Requests Will ‘be submitted in duplicate in sufficient time
~to be processed and reach the Budget and Finance Branch at least :
2 L8 hours prlor to the actual de ﬁarture time, for determlnatlon as _ S

TRICTE S

.~ Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8




o S i : Approved For Re[ea#e 2001/09/03 CIA RDP81-00728R000100Q10041 8
e -~ RESTRICTED. -
' x S to adequacy of Justlflcation and avallabllity of funds. The neces-
e i T . sity for travel must be adequately substantiated on the request.’

' General ‘statements such as "official busmess," "confldential pur- ‘
‘poses," etc., should not be uséde

f, The Transportatlon Div1s:|.on, Serv1oes Branch, A&M, will:
(1) Provide ‘travel arrangement serv1cc.
(2) Verify that properly authentlcated Off101al orders have 3
' been issued, and that security clearance, physical examination

and immunization have been obtained, before roleasmg the tickets
or transportahlon requests to the traveler.

(3) Arrange for the issuance. of passports and visas.

-2 Each person performing ofi‘1c1al travel shall familiarize -
S - himself with the provisions of “the Standardized Government Travel : e
o "~ Regulations as amended. Copies of the Regulations may ‘be obtained : o
S from the Flscal Division, Budget and Finance Branch, A&M. o )

~2. o Travel by Members of the ~Armed Serv:.ces‘ Assigned to CIA

-8, ‘Armed Services perscnnel performing temporary duty travel °
as_necessary for CIA will be reimbursed for per diem and travel
costs in accordance with the travel rogulatlon of the various Armed °
) Serv:.ces. : S

b. Upon recelpt of travel requests approved by the Budget and
Finance ‘Branch, the Naval Administrative Command or Headquarters
Detashment will issue gooropriate travel orders.,  Two copies of the’
orders will be forwarded to the FlscaJ. Division, Budget and Finance
'Branch. ' T .

3. Preparatmon and wamlssn.on of Vouchers . o

LT ae Travel vouchers must be submitted to the Fiscal D1v1s:.on,
v oo o .Budget and Finance Branch, A&M, upon completion of each trips .
SRR Vouchers for travel authorized by a chief of an. overseas post shall
be submltbed to the appropriate post official for processings
Armed Serv:l.ces personnel shall give the necessary data to the
vHeadquarters Detachment or Naval Administrative Command for the' /
: preparat:.on of vouchers and’ subm:ss:.on to the Fiscal Division. \
' !
b. The Fiscal D:.v:Lsion w:.ll prov1de adv:.ce and assmtanoe to
travelmg personnel for the pmparat:.on and submission oi‘ vouchers.
- The traveler ‘Should: maintain accurate records of time . of departure
.»:,and arrival at all po:.nts, a-record of official expendltures, cop-
“ies of official. telegrams-and recelpts for. Off101al expenses when
‘necessary.’ It is essential that the traveler ‘have’ this :mforma-
& tlon to enablc rembursement for official: expenses pald by him. ;

RESTRICTED
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~ L. This directive does not: apoly to travel to be performed on
‘ unvouchered funds by:

- Persormel of OSO. i

be - Personnel of i‘ield offices of the Contact Branch, oo, for
travel within thelr areas, :

Ce Personnel of field offices of the Exccutive for Inspection _
and security for travel within their areas. : b

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

Executive for .
Adm:.mstratlon and Management

DISTRIBUTION: A
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SUBJECT: - Travel

r

RESTRICTED

CENTRAL INTELLIGENCE AGENoY bbbl tlfpld

Washington, Dy Co /&’Z”‘ /_) I- .;

L ‘ o - ‘ S 7/&0/%&7 1
ADMINISTRATIVE INSTRUGTION SRR 2 March 2948 - T/TO/TE

w

Recisions: ‘a. Administrative 'Instruction_ ‘dated 5 Decem-— :
ber 19L6, subject: 'Travel Instructions for Civil= -
ian Employees; Travel Allowances and Per Diem.

be Administrative Instruction I dated 5 Janu-
ary 1948, subject: Comptroller Gerneral's Decision
Regarding Traveling Expenses = Personal (onvenience-
Return to Headquarters Upon.Illness Without Comple=
: tion of Temporary Duty. - o
. ¢e Administrative Instruction Fdatad 8 July, E ;
‘ 1947, subject: Temporary Additional Duty Travel R

Orders for Navy Personnel,

ls Gensral

a. Effective 15 March 19L8, travel orders will be issued by the
Budget and Finance Branch, A&M, rather than the Services Branch, A&M,
except as otherwise stated. : .

be  The Naval Administrative Command and Headquarters Detachment
will issue Travel Orders for Armed Services personnel after requests: .
have been processed by the Budget and Finance Branch, A&M,

Ce Chiafs of missions outside the continental United States may
authorize and approve temporary duty travel within their theater for
employees under their jurisdict‘ion. ‘ :

de . Requests for travel or amendments t0 travel orders (Form No, .
34«5 or No, 36~23) other than specified in Men above, shall te pre—
pared in duplicate, and routed to the Chief, Budget and Finahce
Branch, through: ' ' - o

(1) ‘staff Chiefs or Assistant Directors in the cases of
'inglividuals under ‘their jurisdiction, . ‘
, (2) Executive for A&M, in addition to the above, in cases
involving travel to and from' continental United States, and
- travel to be performed on unvouchersd funds, ' Yo

- (3) Chief, Personnel Branch, and ‘the 'ES:écutiVe"'for A&I\‘/Iv,
in addition to the &dbove, .in, all cases involving permanent
" change ‘of station, ' e T BT

(L) Executive or Deputy Directors in the case of Staff
Chiefs and Assistant Directors, : S L '

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8
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1 N . ‘e, Personal.action of each forwarding official must be indicat-
‘ ed on the request, Staff Chiefs and Assistant Directors may dele=-
gate approving authorlty Yo then.r deputies if desired. '

fe Requests will be uubmltted in dupllcate in sufflClcnt t:.me
to e processed and reach the Budget and Finance Branch at least L8
hours prior to the actual departure time, for determination as to
adequacy of justification and availability of funds, The necess:.ty
for the travel must be adequately substantiated on the requests
General statements such as Mofficial business," “confidential pur-
- ‘poses," etcs, should not be used.,

.. 8. The. Transportation Division, Services Branch, A&M, will con-
tinue to provide travel arrangement services

‘h. Each person nerformmng ofhr'lal travel shall familiarize
himself with the provisions of the Standardized Government Travel
- . Regulations as amended. . Copies of the Regulations may be obtained
P from the Fiscal Division, Budget and Finance Branch, A&M.

2. Travel by Members of the Armed Services Assigned to CIA

a. Armed Services pei'sonnel verforming temporary duty travel as
necessary for CIA will be reimbursed for per diem and travel costs in
~accordance with the travel regulations of the various Armed Services.

b, Upon receipt of travel requests approved by the Budget and
P Finanece Branch, the Naval Administrative Command or Headguarters De-
o tachmént will issue appropriate travel orders, Two copies of the
orders will be forwarded to the Fiscal Division, Budget and Finance

Branch, = . : .

3. Preparation and Submission of Vouchers

ae Travel vouchcrs must be submitted to thc Fiscal Division,
Budget and Finance Branch, A&M, upon completion of each tripe
Vouchers for travel authorized by a chief of an overseas post shall
be  submitted to the ‘appropriate. post official for processing., ' Armeq
Services personnel shall give: the necessary data to the Headquarters
Detachment or Naval Administrative Command for the preparatlon of
vouchers and submlssmn to the F:Lscal Dlv:.sn.on.~

bs  The I‘lscal Division will prov1de advice and assistance to
traveling personnel for the preparat:.on and submission of vouchers,
The traveler should maintain accurate records of time of.departure
‘vand arrival at all points s 2 record of official expenditures, cop-
ies’ of official telegrams and receipts for officlal expenses when
necessary.. It is essential that the traveler have this information
‘o enable r'\lmburscment for oiulclal expenses pald by hlm.

7
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e Sl This diréotive does not-mply to travel to be performed on
‘ ! unvouchered funds by: .

de Pe.rsonnel of 0S0.

ba Personnel of field officea of. the Contact Branch, OO, for
travel within their areas., .

N

. FOR THE DIREGTOR OF CENTRAL INTELLIGENCE:

© STATINTL

Executive for :
- Administration and Management

DISTRIBUTION: A

| RBRICED

- ‘Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8




‘ RES’IR”CCTEJ . . | o

. roved For Re|e$se zoo1/oelﬁ$ 0100010041-8 IR L

Y Docrmber ﬂé’ oy |

: ) P ;?\ 8 w{/‘ A
 CELTRAL IXTVLLI I CR uno_u_lg = ALI -

oo s o ol

“RSTATINTL ©TRAVEL I: smumr .Q;J;*\/_]“._[;_:.[__;*;‘.':_ L

';-»S‘TATINTL‘ ‘CHIG ’Adm.l‘r‘listrati\‘re Or'ydrer‘- dated 31 Uctober 1"’46 is hereoy
'rescinded and the fOllOWLnﬂ L8 substituted therefﬂl
1. . pourey’
3 i & It 'is the policy of the CIG to linit thevtravel of empiéyees t)‘ ‘
énminimun consistent with o erating requirements. Ali tpavel‘must_

bé ‘authorized in writirg in advance, and such authorizatimjs will - .

be nade owlv alter it has been determined oy a riroperly ﬂeSA nated

official that tlne'travel is o:t‘i‘iciall"r necessary. Authorization‘

B o - w:.ll ve given tor swveciiic' trips ouly, and blanlcet travnl orders

SR w:.ll not oe issued unless agproved oy the Litecutive for Fersonnel
and Administra.tio‘n.

b. All travel b;r employees paid from vouchered funds must be
authorized and perfornted in ac»cor:}anée with the provisions of
Standardized wovernment i‘ravel Regulations ‘and/or apblicable
current statutes, L

2, AUTHORIZATIOIJ

E. \then it is determned that it is neceasary 1or a voucherasd

‘ c1v111an employee to perxor‘m OfflClal domestic travel a travel

‘v'request on Form 3L-% w:.ll be ap‘arow:d by the offlce or' branch

‘chief and forwarded to the Ch.LC.f, l'lscal Section.  The Chlef

fi.;cal Section w:.ll ay ‘prove and forwarc’ "fr. 3h-5 to the 1rave1

I‘Dmt, I&scal Sectlon, for issuance of the ‘1ecessary travel orders. ‘

L bl After the travel ordﬂr is. prapared and iund to c'over"the' cost :
‘fra'm‘l have been oblloa‘bed tﬂe orlrrlnal 1*:111 br= forwa_rdcd bo the

.tx'aw'lar or may be p¢cl e.d up o,, the traveler from t’xe Travel Unlt

FJ sca] uectlan. »
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‘>3; uEIxUbWuE‘INT PO TRAVED LIRTHS: S

a. \fter the completion of atr¢p, or at the end of each month, the
traveler will subm¢t his account for travel reimbursement expenses
on Standard lorm 1012, "Public. Voucher for Reimbursement of Travel
and Other Expensee includin; Per Diem". Tnis form willﬁbe‘approved
administratively by the Eranch‘Chief or his designee and‘forwérded
in quadruplicate tofﬁhe;ﬁiscal Section for audit, certification and
payment |

‘ b. An admlnxotratlve audit of Porm 1012 will be performed by the Fiscal

Sectlon to determlne if the travel was performed as authorlzed in

i
!
}
%
i

accordance thh Standardized uovernment Travel Regulat;ons and

pertinent travel order. Any suspens “ns (deductio s) from the -

amount claimed will be reported to the traveler on an Administrative
a B ‘ Audit Difference Statement" topether with an explahation, where
applicable, of the‘infcrmation necessery to support a reclaim of . -
".the amount previously suspended,

N 4. TRAVEL SERVICLS

‘g, It is the responsibility of each treVeler to prepare his travel
‘voucher in proper form. = However, upon.requeet, the Travel Unit,
fFisca1'Section,'will exﬁenﬁ advice and“assistance in connection

f‘nith the preparation‘of voﬁchers.‘ lhe Travel Unit of fhe blscal

‘ Sectlon w111 also, when requested render sp60141 services for - g

mllltary and naval peraonnel by maklng a. pre-audit and exanlnatlon
of travel voucbere for aceuracy and co‘pllance with reLulatlons
prlor to their submlselon to tze sar’or Aavy 7*=bur91n5 Offlcer

A .for payment. o "'11 : ,' : L SRR SR

e bEmEQuL INFOLATTO. Fbu THE iRAVELER S .
S s UL S e i

oy CCo 7t lay Examine anmlne Orde"s S _“f - e 1‘,' L NS : . 'j

“f,”The trav;ler should examlne hlq travel order to. determlre that 1t SRR

5f“snec1f1ed ell reqa1renents lncludlnu the mode oi bransnrrtatloﬁ to '. f‘e e

be used the perﬂod to Je.covered"‘andjthe Dlaces to- be v1s1ted. If;,f’

erage,‘an anendnent Hould oef"
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expenditures as well as copies of<ofiicia1 teleérams and paid

roooLpts for ofificial empmnse; waen necessar,. JIhdis es uentlal

that tﬂﬁ truVﬁler have tqls 1nior“abLor to cnaule nlm to FFPPdPe

s correcb reLrouruomonL vuucnar.

Purchase-of Tickets
It is the responsibility of the traviler to ascertain ir all cases
whebher or nol throuzh tickets 8, excursion tickets. or reduced rate: -

rcund trip tickets can be secured. The fact that tie evistence of

such rates may not have ween known to the traveler does not relieve

hii of responsibility of bbtainlng the lewest rates. It is essential

‘that the traveler purchase a ticket that will adequately cover the

period of his travel without incurring any unnecessary ¢ exsens
en traveling by comion carrier, Goverament Transportation Requests

which will be furnished by the Travel Unit, ¥iscal Section, must

‘Be used.

‘Return Unused Tickets

Unused portions of tickets should be submitted attaéhed to the

travel reiﬂbursement‘accounﬁ, Standard Form 1012.

Ter Diem

T}e calendar day ”Jll'bé the unit used in compﬁtin; the peraiem'
al]ovance for continuous travel of more‘than twenty—fpur héursg
For ‘fractisnal paris of 'a day at the uomnehoemént or enﬁing’of
such cantinuous travel, one~fourth of. the re te fo¢ 3. calen ﬁr day

w1ll he allowed lOP each period of six. hours or fractlon thereoi.

N per diem w1ll be allowed when the departure from official

"statlon is after £:00 a.m. anJ tle return on the same day is prlﬂr

Lo 6:00 p.fp,‘orzior‘anyvabsence not e ceodln“ tlree ﬂou‘g."Far
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_STATINTL
STATINTL

upen the contmmu‘w of .the traveler's domcn.le at temporary -
-duty shall be administratively determined in edch case based
upon the circumstances surroundlng the leave, anvalnal authority

for such determlnatlon sha]l reut mtn the bonded Certli‘*fing ‘Oi‘ficvekrv

"Nho apnroved the account for payment

Leave ‘Thile in. vael %atu.»

If leave of abaence ni‘ any .clnd vegins or terminates within the

‘ ‘omveler"s prescribed hours of duty, per diem allowsnce will termi= *

. ceding the leeve of absence and from 12:01 a.n. of the‘day on which

6., ‘FCREIGNUTHAVEL

e

; prov1des in part tnat ‘"For travel on, Offlblal bu81ness outs1de the -

Parabraph hS of these Regulatlons, set’ forta in Budget Clrcular A—?, :

‘nate or begin at the same time. If tde leave of absence does ‘not ‘
begin or termlnatﬂ within the traveler's prescrlbed hours of duty, ' i
the traveler vull be re,_,arded as being in subsistence status untll

midnight of the lastv day on which actual service is rend‘ered pre-

actual service is resumed} Fractional léave of absence wholly
within a day, where for half. of the prescrided working hours or less‘,
will be disregarded for subsistence purposess  there it exceeds

half of the prescribed working hours, no subsistence will be allowed,

‘Advance of Funds

Advance of official funds to cover the expeﬁses of a vouchered

emplovee WHLle in'a travel status, can Be made only 1f tne emplovee

executes a Bohd of Indemnltjt The cost of the premlum in gecurlng [
such a bond ($5.00) rust be bprne personally by the employeen

Bureau of the budbet Clrcular A-T, rev1sed dated Y September 1946, ]

contains amendments to Standardized uovernmenu Travel Regulatlons.

nontlnental 11m¢t= of 'the Unlted States, a per dlem allowance not ‘-»‘ .

‘to exceed ,7 OO in lleu of sub51stence > nenses, m&y be allowed

”~g..(excevt durlnb the fis cal Jear 1°h7 the’ maxinum per dlem allowance

”"s‘mll be the amount orescrlbed in. u\ppendlx l ol‘ this. fieﬁulatlon). T

"riThe per dlem allowﬂnces:prov1ded hereln repreoent‘+He max1mum'-*ﬁ"‘
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the circumstances shrrounding t!{e {:ravel.v “’l“here‘i“ore, in accordance
with parat,mp‘l{ hﬁ, "Care sh‘ould‘ be exeréi:;gd to prevent the fixing -
of a per diem allov}nncc in é:{céss ol that réduif‘ed to meetthé
necessary autherized expenses." The per dien alvlow‘ahce‘ described’ in

* Appendix 1 of ‘parairaph LS ,/ which App'endix is attached to Bureau

‘»oI‘v the budget Circuiaf A-T, may bé authorigzed by, the persons

to whom authority to issue travel orders. has been yranted, Such

persons include Chiefls of il‘fissi‘ons, Fxecutive for Fersommel and
Administration, Chief, Finance Divisi&h, and Chief, Fisceil Seétion.
‘b, Since one dajr is lostk on a~westwa1~.d‘cros;sing of the Internéti:onal |
-Date l.iﬁe, per diem fc;r me davaillbe deducted from all travel
acéﬁmnts when such travel is invnlveci;

This Ovder and amendments thereto shall apply only where travel allow-

ances and per diem are payaocle from vouchered funds available to CIG.

FOR TL DIRECTCR OF CENTRAL INTELLIGENCE:

R et e e s e .

STATINTL

Deputy Lxecutive for- Personns/
and Administration. . '~
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L CENTRAL INTELLICGENCE AGENCY AL q AL

Wushmngton, De Co /F/L‘
© ADMINISTRATIVE INSTRUCTION S ‘
" NUMBER » W 5 ‘January 1948
| ‘ (This supplements Agministrative Instruc-
. tion ated 5 December 194€)
SUBJECT: Comptroller General's Decision Regarding Traveling Expenses =

Porsonal Convenience = Return to Heudquurters Upon Illness
Without Completion. of Temporary Duty

STATINTL

3/»%’_“

STATINTL

1, The Comptrollor General on 20 October 1947 issued Declsion ‘ L
No. B-70058 relutlng to the above subject. i

2. The decision states that where an employee is taken ill while C i
~in travel status necessitating his return to heandquarters without com= !
"pleting the duby assigned, he is not entitled to reimbursement -for the

expense of the return trip nor for per diem for such period of travel,
However, where the illness ccours reasonably coincident with the termi-
nation of official duty in & travel status,. reimbursement may be allowed
in an amount not to exceed the amount that would have been incurred if’
the employee had returned 1mmhd1qte1y after the completion of his
official duties, By failurc of the employee to complate the duties

| asgimied while away from his official headquarters, an additional ex~

I ' pense or burden may be placod upon the Government through the necessity
of assigning another employee to complete the unfinished task.

3. The sum pavable to the emnloyo» for travel for the period prior

to illness is to be applied against the cost of Government travel in .
returning to headquarters, Any additional amount remaining due will be ‘
collectad from the employee by administrative actlon. !

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

STATINTL

Executive for
Admlnistratlop and Management
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Roquests for foreign travel tcr,,nnvd pouml -m ln W
tnthommuurMMaMMmmmtﬂumu-m
be initiatod on Forn No; 3629, Request for Overseas w\an,
‘ingtood of the donestic request forn, After Forn Moy ‘,ou-
taining tho ncoessary clearsnces and epproval {» received S
Exscutive far Adninistration cnd Managecent, two (2) WJWL ‘
will bo pouted to the Naval Adninistrative Cormandy e
turn forword Sootion B of the crigimal to NW“/;&—*WJ' PR
nm-sa-, mmm\l, AkM, . - o

mmnmamxmc
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QFFICERS FAVAL ADMINISTRATIVE
Plo No, w ’m“' .o'.
o | hmon 25, b.C,
Daote ‘ » ' 4AN2 Ll
Fronos | Connonding Officor, U.S. Naval Adninistrative cqlnm
Tos Captain

Sujoot:  Teoparary Additional Duty

Rofercnoes  (a) BuPers Trevol huthority Pcr’m,
‘ . eoriad ’ an

1. As cuthorised by referonce (a), on or about :
you will proceed to _ s for temporary additional
duty concerning such natters os you have been directed to attend toj
4n this connostion you arc autharised to visit such edditional ploces,
%o onit or revisit any of the abovo naned plcces, or to vary the arder
: :: :hh; Mdm itineraory, os mny bo doencd necessary in the exscution
] o .

2, This 1s in cddition to your present duties and upon completion
thereof you will roturn to Washington, D.C., report to the Commanding
offiocer, LS. Neval-Auiaistretive-Gomrmndy-and resure your regular

J. “Travel by nunnry or cormercial m-, water, or rail transpartas
ueu, pnotor voehicle, or ony othor noans deened nocesscry to most ex-
‘poditiously oooqlilh the ebjoou of this tenporary additionnl duty -
49 authorised ond directed,

b mile porforning duty under these orders you will maintain an
oppropriato itinorary and sccure endorsencnts hereto cs may be cone
sistont with the nnturo of this temperary additional duty,

5+ In oddition t.o the nemnl cost of transport:tion you will be
alloved a por diem of §7.04, in ldeu of subsistcnce, while absent
fron your permanent duty sf.ut.ian in accordonce with current provie
sions of Parograph 4153 of U, S, Naval Trevel Inctructions, but sieh
_roinbursenont and poynont will not dbe mde fron Navy appropriations,

/R O, "-3‘“7

iftcr complotion of TAD and roturn to Mashington, .., this offics ~
“(NAC) will sond on (1) copy of theso arders to Drrocu of Neval Perscn
ncls_Jacket filo, and two 32)_ gopies_to Buregu of Supplige am, mm,
ATTACHENT 1
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o ' TIAVEL INSTRUCTIONS FOR CIVILIAN BHPLOYTES -~ ;)/s/ Yo

a.,  It-is the‘poli.cy ‘of fhe CIG to ‘limi'bvthe travel of employees to a’

P ‘ minimum cons‘isten't with operating requirements. All travel must be
author:.zed in wr:.tlng in advance, and such authorlaatlons w111 be

] made only after it has been determlned by a pmperlj designated official
: that the travel is offlclally necessary. Authorization will be given

- for specific tri_ps only, and blanket travel erderjs will not be issued o
unless approved by the Chief, Personnel and Administration Bfanclﬁ.

- ALl travel by employees paid from vouchered funds must be ‘authorized

o

and performed in accordance with the provisions of Standardized

Government Travel Regulations and/or applicable current statutes.

2. AUTHORIZATION
| a.. When it 1s determined that it is necessary for a‘ vouchered civilian v ‘
emvaLoyee: to perform official domestic tx“avel, a travel request on
Form 3L-5 will be approved by the office or branch chief and forwarded

to the Cxief F:'Lscal Section. The Chief, Fiscal Section w111 approve

and i‘orward Form 34-5" to the Travel Un:Lt Flscal Sectlon for issuance

cof the nccessary travel orders

1o

nfter the' travel order is prepared and funds to cover the cost of

travel have been obllvated the orlfunal w111 be forwarded to the

“traveler or may be plckod up by the traveler from the Travel Umt
. F:Lscal uectJ.on.
ce To amend a prev:.ously 1ssuec1 travel order, a-new request should be
.submltted in accordance W'.L'bh the urocedure outlined above. If ap-
' proved the amended order w111 be 1ssued and d:LS urmuted in the same

" manner as the orlolnal.

‘ Requests for travel should be :mltlated suff1c1ent1y in advance of

: f’vv_vthe commencement of travel 50’ that the Ch:.ef, F:Lscal Sectlon Wlll

' '”H»,‘have the request in. h:.s posses 1on a’o least h8 hours pI‘lOI‘ to the '

: ’“tlme the travel :”s to be in
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3. 'REIMBURSEMENT FOR TR.LVEL EXPENSES

: a.  After the completlon of a tr:m, or at the end of each month the ,
traveler will submlt his account for f'ravel relmbul sement expenses
on Standazd Form 1012 "Publ:Lc Voucher for Relmbursement of Travel
and Other Expenses mcludlng Per D:Lem" Thle form will be approved
admlnlstratlvely by the Branch Chlef or his des signee and forwarded .
in quadruplq.cate ‘to the Fiscal Section for audit, certifi‘cation‘and
a.ymcht » | :
‘_b_. An administrative audlt of Form 1012 will be peri‘ormed by the Flucal
SectLon to determlnc if the travel was performed as authorized in
ccordance with standardlzed Government Travel Hcgulatlons and pertz.e
nent travel order. uny suspensions (deductlons) from the amount
claimed will be renorted to the traveler on an "Adnunlstratlve Audit
Difference Statement" together with an explanation, where applicable,

of ‘the information neceSSary to support a reclalm of the a.mount previ-

ously suspended,

- L. TRAVEL SERVICES

- as It is ‘the reépbnsibility‘ of each traveler to prepare his travel
voucher in proper form, Howsver, upori request, the Travel Unit,
Fiscal Sectlon will extend advice and dssmtance in connr»ctmn w1th
the m*oparat:.on of vouchers. The  Travel Unlt of the Fiscal Section
Wlll also, when requested rendcr sp°01al serv1ces for mllltary and
naval personnel by maklng a pre-audit and exannnatlon of travel
vouchers for accuracy and compllance vrlth regulatlons prlor to thclr

aubmqsmn to the War or Navy Dlsburolng Offlcer for payment.

5. GuNERAL INI‘ORI-uLTION FOR_THE TRAVELER

é. Exam:me Orders
‘ The 'braveler should examlnc hls travel order ‘to determlne that :Lt

‘specn’les all requlrements mclud:.ng the mode of transportat;\.on to

"i‘_‘\jbe used the pern.od to be covered and the places to be v151ted. ; If_"

7'the order does not pronde adequate coverage 5 an amendment should bef ‘

‘vrequested thro' h p: e channels pv':l_or to the ta.me travel 1q ‘




STATINTL

whether or not through ‘tickets, excursion tickets or reduced rate

‘Per Diem

- The calendar day will be thu unlt uscd 1n computlng the omr diem

'l-or for any abSonoe not nxcpedlnv uhrGC hours.,

Approved For @@%_asé 2001/09/03 :‘ClA-RDPs1-00728Roqo1'130010041-8

Maintain Records

Tho traveler should maintain accurato rocoids of time of departurc

from and arrmval at dlffcront points, and a rcoord of off101a1 ox-

pundlturos as wull as COplDS of offlcial tc]egrams and paid roconpts

for official cxpunses whcn nocessary. It is cuscntlul that the ' . i ;

traveler havc,thlu‘lnformabion to enable hlm to prepare a correct

reimbursement voucher.

‘Purchase of Tickets

It.is the responsibility of the traveler to ascertain in all cases

round tripvtickets can be secured. The fact that ‘the existence of
such mates may not have been known to the traveler does not relieves

him of res ponsxblllty of obtalnlng the lowest rates. It is essential

that the travelorvpurchase a ticket that will adequately cover the
period of his travel without incurring any‘unncccssary expense, ihen
traveling by common carrlcr, Government Transportatlon Requoats which
will be furmished by the Travel Unlt Flscal Section must be used.

Return Unused Tickets

Unused portions‘of»tickets should be submitted attached to the travel

reimbursement éccount, Standard Form 1012,

allowance for contlnuous travel of more than Lwenty—four hours,’ For K . = R

: fractlonal ‘parts of a day at the commencement or endlng of such con-

 ‘t1nuous travel, one—fourth of the rate for a calendar: ddy w1ll be

allowed for edch period of 5ix hours or fractlon thereof. No per

’ dlem will be allowed when the departure from of ficial station is

after 8:00 a.m., and the return on the samc day is prlor to 6 :00 p.m.,

For the first 60‘days
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mined in each caso ba.,od upon the circumstances surrounding the lcave,

and flnal authorn.ty ror such determination shall rest wmh thc bonded

Cnrtl:fymg Officer who approves the account for paymo ent .,

b Lcavo Wh.L'Le in Travel Status

If leave of absence of any kind begins or terminates within the
traveler's prescribed hours of duty, per diem allowance will terminate
oi‘ begin at the same time.  If the leave of :ibsehce does not bégin

or terminate within the travelor's prescribed hours of duty, the

HEh EL o S S

travclc.r will be regarded as being in subsistence status until mid-

nlght of the 1aut day on which actuaJ, service is rcndcrcd nrccedlng - ’
the leave of absence and from 12:01 &em. of the day on which actual |
:; . o sorvice is resumed, - Fractional leave of absence wholly within a day, - s
where for half of the prescribed working hours or less, will be dis~- | V ,
rn.garded for subsn_stence ’OuI‘pOSGS. Whr*m it oxceeds ha lf of the
prescribed working hours 5 10 subs 1stencc will be allowed.

- Advance of Funds ‘

Advancc of ofi‘lc:.al funds to cover the exp enses of e vouchered-emQ

~ployeo whn.le in a travel utatus s can'be made only if the emloyec
executes a Bond of: Indt,mnlty. ThL. cost of thc prc,mlu.m :m ecur;.ng
: such‘a bond ($5.00) must bevbome personally‘»by the employce.
6. PORETGN TRAVEL o |
'_4; Per dlem rates will be: pald travelers sbroad in accordance with the
L rates prescrlbed in Budget ClI‘Cul"‘I‘ A=T7, subJect to a deduc‘olon of ‘
‘ 15% for each meal. and/or lodglng purchased by the travelcz i‘rom the L . oo
-‘m:Ll:Ltary or from anothcr branch of 'bhu Governmunt dravnng rat‘I ons |

. from the mll:.tary or to a deduct:.on of 20% ior each meal and/or

v,",:¢lodg1ng furnlshcd to h1m by .,he govern.ment mthout ch'lrge. o B

- Abpﬁoved‘Forﬁ.Releas'e 2poi 109/03 : CIA-RDP81-00728R00010001(
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S:mco ono day is lost on a wcstward crossing of tho Intcrnational

Data Tino, per dlem for one day will be dt.duc’ood i‘rom a‘Ll ‘or wal

accounts when such travo'L is involvod

FOR THE ‘DIRECTOR OF .CENTRAL ‘IN'I‘ELLIGEI‘\ICE v

and Admmlutratlon :
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